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Union Elementary School District Professional Staff Application form



UNION ELEMENTARY SCHOOL DISTRICT No. 62
3834 South 91% Ave. o Tolleson, Arizona 85353

(623) 478-5005 & Fax (623) 623-478-5006

Please print in black or blue ink or use a typewriter. This application is part of the examination procedure. Incomplete
information may affect your eligibility for employment. No question on this application should be answered in such a manner
as to disclose race, color, creed, national origin, ancestry, age, marital status, sex, or the existence of any physical or mental
condition unrelated to the performance of the position for which you are applying.

Date: Social Security Number:
Name:
Last First Middle
Address:
Street City State Zip

Phone: () () ' )

Home Office Cell/Message
How long at the above address?: (If less than one year, give previous address.)
Previous Address: _ .

Street . City ‘ State . Zip

If Arizona resident, how long have you lived in Arizona?:

0 TEACHER ELEMENTARY (K — 6) List in the order of preference: 1. 2., 3,
0 TEACHER ELEMENTARY (7 — 8) List in the order of preference: 1._ 2, 3,

0 SPEECHPATHOLOGIST 0 COUNSELOR 0 PSYCHOLOGIST o OTHER

0 SUBSTITUTE TEACHER: (Check the areas/grade level(s) you wish to substitute in.)
0 Elementary (K-6) O Grades 7-8 O Math 0O Music O Physical Education 0 Alternative Classroom

xxext DAYS YOU WILL NOT BE AVAILABLE TO SUBSTITUTE: 0 Monday 0O Tuesday 0 Wednesday C Thursday O Friday **+**

COMMENTS: DATE RECEIVED IN HR




1. What Ar.izona certificate(s) do you hold (type of certificate: Elementary, Secondary, Vocational, etc.)? B
., Certificates - cevs oo g -Dateissued - ‘Expiration Date .. . Endorsements

the ‘Arizonia Departme

d

College or Univei-s.i-{y. Degree Earned - | " Date Earned

AN OFFICIAL COLLEGE TRANSCRIPT IS REQUIRED BEFORE CONSIDERATION CAN BE GIVEN TO YOUR EMPLOYMENT. IT SHOULD
INGCLUDE Al.f_l_..‘",COURSES-GOMPleE:[ED AT THE-TIME -QOF THIS APPLICATION.
Total Semester Graduate Howurs: Beyond B.A. Degree Beyond M.A. Degree

Grade Point Averages: (Undergraduate) . (Graduate)

7 School Cooperating Location Sub_]eGade | ates

Teacher/Supervisn_r Taught.

Do you speek a language other than English fluently? 0 NO 0 YES' If yes, ‘which language(s)?:

What honors have you received?

List Professional activities, interest, organizations and extent of participation:

Describe any special abilities/talents or experience (e.g. coaching, sports, drama; Music, spe'cial traitiing, other):

NAME ADDRESS ___ OCCUPATION PHONE# . YEARS




.\#i.i
Company Name:

Bik
Duties:

Company Address:

Company Phone Number:

Kind of Business:

Supervisor’s Narme/Title:

If you supervised employees, please indicate the number and type (e.g.
Clerical, Technical, etc.)

Your Title From: To:
Month/Year  Month/Year
Salary: § Check One: Reason for Leaving:
1 Full-time 00 Part-time
Company Name: Duties:
Company Address:
Company Phone Number:
Kind of Business: If you supervised employees, please indicate the number and type (e.g.
Clerical, Technical, etc.)
Supervisor’s Name/Title:
Your Title From: To:
Month/Year Month/Year
Salary: § Check One: Reason for Leaving:
C Full-time O Part-time
Company Name: Duties:
Company Address:
Company Phone Number:
Kind of Business: If you supervised employees, please indicate the number and type (e.g.
. Clerical, Technical, etc.)
Supervisor’s Name/Title:
Your Title From: To:
Month/Year  Month/Year
Salary: $ Check One: Reason for Leaving:
O Full-time 0O Part-time
Company Name: Duties:
Company Address:
Company Phone Nurmber:
Kind of Business: If you supervised employees, please indicate the number and type (e.g.
Clerical, Technical, etc.)
Supervisor’s Natne/Title:
Your Title From: To:
Month/Year Month/Year
Salary: 8 Check One: Reason for Leaving:
0O Fuli-time O Part-time




‘Company Name

Company Address:

Company Phone Number:

Kind of Business: -~

Supervisor's Name/Title:

Your Title

From: To:

Month/Year Mon_th/Year ]

Ifyon supervised employees, please indicate the number and type (e.g.
Clerical, Technical, etc.)

Salary: §

Check:Ohe
t3 Full-time . -~ 0O Part-time

| Reason for Leaving: - -

“Company Address:

Company Phone Number:

Kind of Business: - -

Supervisor's Name/Title:

Your Title

From: To:
Month/Year Month/Year

].fyou super\rlsed employees please 1nd1cate the number and type (e g
Cler1ca1 Technical, ete.)

Company Name:”

Salary: 5

Checki®ne

"Duties:

| Company Address:

P

Company Phone Nummber:

Kind of Busmess

Supervisor’s Name/Title:

Your Title

From: To:
Month/Year Month/Year: .

I you supervised employees, please indicate the number, and type (e g
Clerical, Technical, etc.) Ty i

Salary: $

| Company Name:

Check One:
O Full-time

0 Part-time

Reason for-Leaving: -

Duties:

Company Address:

Company Phone Number

Kind of Busmess

Supervisor’s Name/Title:

If you supervised employees, please indicate the number and type (e 2.
Clerical, Technical, etc.)

Your Title From: To:
Month/Year Month/Year .
Salary: $ Check One: Reason forLeaving "
o Full-time a Part titd




Do you have a valid Arizona Driver License? ONO O YES Type

When will you be available?:

Have you ever been asked to resign from a position? 0 NO 0O YES If yes, please explain:

Have you ever been dismissed from a position? 00 NO T YES If yes, please explain:

We may contact your former or current employer(s). Please list the names of individuals you D@ NOT want us to contact and why:

“YES” answers to the following five (5) questions will not necessarity result in denial of employment. The District will consider all the
circumstances, including the date and nature of events which have led to the actions described below. Your written explanation will assist the
District in determining your eligibility and suitability for employment. Attach additional sheets if necessary.

1. Have you ever been arrested for, admitted committing, or are you awaiting trial for any crime (excluding only minor traffic viclations
not involving any allegation of drug or alcohol impairment)? You must answer “YES” even if the matter was later dismissed,
deferred, vacated or expunged. If you answer “YES", you must provide dates of the proceedings, the court where the proceedings

oceurred, a statement of the accusation against you, and the final disposition of the case(s). O YES © NO  If ves, please explain:

2. Have you ever been dismissed (fired) from any job, or resigned at the request of your employer, or while charges against you or an
investigation of your behavior was pending? You must answer “YES” even if the matter was later resolved with any form of
settlement or severance agreement, regardless of its terms. If you answer “YES”, you must provide the date of termination of
employment, the name, address and telephone number of the employer(s) and a statement of the alleged reasons for termination.

OYES 0ONO Ifyes, please explain:

i Have you ever had any license or certificate of any kind (teaching certificate or otherwise) revoked or suspended, or have you in any
way been sanctioned by, or is any charge or complaint now pending against you before any licensing, certification or other regulatory
agency or body, public or private? If you answer “YES”, you must provide the dates of proceedings, name, address and telephone
number of the agency or body where proceedings tock place, a statement of the accusations agzinst you and the final disposition.

OYES ONO Ifyes, please explain:

4. Are you now being investigated for any alleged misconduct or other alleged grounds for discipline by any licensing, certification or
other regulatory body (teacher certification or otherwise) or by your current or any previous employer? If you answer “YES”, you
must provide the name, address and telephone number of the employer or licensing body and a statement of the accusations against
you. OYES ONO  Ifyes, please explain:

5. Have you ever been arrested for a dangerous crime against children as defined in A.R.S8, §13-604.017 DOYES ONO
If “YES™, you must provide details below, including date of conviction, court where convicted, sentence imposed and present statns of
conviction. -

READ THIS PARAGRAPH BEFORE SIGNING THIS APPLICATION

Every answer I have provided on this application is both complete and truthful. I understand and agree that: (1) if any
information is omitted from er not filled in on this application, or if any false information is furnished, the District will reject my
application; (2) if any false information is furnished, I will be ineligible for any future consideration for employment and may be
subject to criminal prosecution; and (3) if I am employed by the District, I may be dismissed from employment, criminally

prosecuted, and if certified, my certificate may be revoked, if it is later determined that I have furnished false information on
this application.

Signature of Applicant Date

MSWord/ProfessionalStaffApp/Del Toro/11/10/04




Union Elementary School District No. 62 -

ETHNIC BACKGROUND FORM |

The Union Elementary School District No. 62 is an Equal Opportumty/Afﬁrmatwe Act1on Employer (EEOC)
and attempts to be completely unbiased and fair in its employment practices. For this reason, we have
eliminated any mention of race, national origin, or sex on the application fotms. Howévet, our Afﬁrmatwe
Action Plati requires that we keep a separate record to insure that fémale atid/or ethnic minority applicants
receive full corisideration for all position openings. From this standpoint, it would: be helpful-to us if you
indicate below your race, sex, efc. i

" T(fe. Teacher, Clork, Custodian, etc.)

. Hlspanlc (Includes persons of Memcan, Puerto Rlco,
.-Latin Amerlcan or. other Hlspamc Orxglns.)

*PLEASE PRINT YOUR NAME:

(Last) “M.L)

SIGNATURE:
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Union Elementary School District

3834 South 915t Ave * Tolleson, AZ 85353 * (623) 478-5005* FAX (623) 478-5006

2007-2008

* PROFESSIONAL STAFF
- HANDBOOK

(CERTIFIED & EXEMPT)



Please Sign and send to the Office of Human Resources
By September 14, 2007

ACKNOWLEDGMENT OF RECEIPT

I have received and read the Union Elementary
School District #62 2007-2008 Professional (Certified)
Handbook.

I agree to comply with the policies set forth in the
Handbook as a condition of my continued employment
with the District.

] UNDERSTAND AND AGREE THAT THE 2007-
2008 PROFESSIONAL (CERTIFIED) HANDBOOK AND
ANY OTHER SCHOOL DOCUMENT IS NOT 4
CONTRACT OF EMPLOYMENT.




Fuly 2007

Dear Faculty and Staff:

Welcome back to an exciting new school year. This year marks another school year of difficult to
predict student growth and the ongoing improvement in the outstanding education provided by the Union
Elementary School district. We welcome Dos Rios elementary as our third and newest addition to the district.
Working together as a team I know we can meet the challenges “head on™ and continue to strive for success
for our students. '

This handbook will help to familiarize you with basic information about the District and services that
are available to you. Please understand that this handbook is intended to provide you with some guidance
about your employment at Union Elementary School District, it is alSo important to understand what this
handbook is not intended to do. THIS HANDBOOK IS NOT A CONTRACT OF EMPLOYMENT.

Please sign and return the Acknowledgment of Receipt to the Office of Human Resources after
reviewing this handbook.

Sincerely, '

Dr. Diane S. Hamilton
Chief Education Officer



Union Elementary School District #17

MISSION STATEMENT

The mission of the Union Elementary School
District is to provide a stimulating environment
which fosters a love of learning, promotes
independent learners, produces responsible citizens
and interacts with the community to develop each
child’s potential and self-esteem.



Union Elementary School District #62
2007-2008 Calendar

| 180 School Days Total |

JULY AUGUST SEPTEMBER OCTOBER
0 School Days 15 School Days 19 School Days 18 School Days
SIMIT|W|T|F|S SIM[T[(W|T)|F|S S M T|W|T|F|S
2134|5677 1 2 3
§ !9 (1011121314 506 (7|89 [i0]11 e 415161718
15|16 [17] 18] 19 [20]21 12113| 1415|1617 |18 9 1112 (131415
22|23 (2425|2627 |28 191202112223 |24 |25 16 17] 1819202122 212223 | 2472526127
29| 30 [31 2612728293031 2324 [25]26[27] 2829 281293031
‘ 30
NOVEMBER DECEMBER JANUARY FEBRUARY
19 Sehool Days 13 Schoot Days 18 School Days 19 School Days
SIM|T|W|[T|[F|S SIM|T|W|T|F|S 8 SIM[T|W|T|F|s8
1:f2(3 N P R I ; gl
4156781010 2314|5678 6 3455:"789
i1 Eﬁ"’" 31141516127 9 (1011112131415 13(1411516-[17 | 18 (19 | 1112|1314 |15]16
T : T ] - - . i
18119 | 20 B 16 | 17 19§z ‘ési 22 | 20 [ZH] 2212324 [ 2526 78 19]20 (21 [2]5
25,2627 28|29 (30 | |23 %Eﬁﬁ‘ '“m’" 29 27[28129 3031 ' 24 25|26 272825
30 B2
MARCH APRIL MAY JUNE
16 School Days 22 School Days 21 School Days 0 School Days
SIM[T[W]|[T[F|S SIM{T|WIT[F[S SIMIT|W|T|F|S SIM{T|W|T F|S
11213 4 1123 112 (3141567
5141516 78 ET7 1891011112 4[5 [6|78i9]10 819 [10]11[12]13]14
101111213114 158 1311415116171 18] 19 1112713141516 17 15116 (17 | 18|19 (20|21
6117118 77 22 50121 122 123 124 35 [ 26 18[19(20(21 2223 |24 2223 |24 252627 |28
B E 2728 | 29 | 30 25 |28 27| 28 | 29 3 31 29130
30| 3t
August Janaary
6 Staff Returns (Opening Mtg.) 1-4 Winter Recess
13 School Begins 21 Martin Luther King Day (No School)
September February
3 Labor Day (No School) 6 Staff Inservice Day (No School - Students)
7 Progress Reports 8 Progress Reports
October 18 Presidents’ Day (No School)
3 End of 1* Grading Period March
4-5 Report Cards 19 End of 3™ Grading Period
i Days for P/T Conferences 20-21 Report Cards
8-12  Fall Recess Y4 Days for P/T Conferences
November 24-28  Spring Break
12 Veterans® Day (No School) April
16 Progress Reports 7-18  AIMS Testing Window
22-23  Thanksgiving Recess 25 Progress Reports
December May
19 End of 2" Grading Period 26 Memorial Day
Report Cards 30 Y2 Day - Last Day School {Students and Teachers)
20-31  Winter Recess Final Report Cards

: = No School

% =1 Day School

= (rade Reports




THE GOVERNING BOARD

Mpr. Luis A. Sanchez, Member
Mr. Delson B. Sunn, Member

Mpr. Peter S. Davis, Receiver

DISTRICT ADMINISTRATION

Dr. Diane S. Hamilton, Chief Education Officer
Mr. Juan M. Ceja, Director of Human Resources
Mr. Adrian Hernandez, Director of Capital Resources
Ms. Kim Glenn, Director of Special Education
Ms. Kendell Paty, Director of Food Services
Ms. Susan Sonnichsen, Director of Health Services
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ABSENCES

_Any teacher who will be absent from school must provide notice as soon as possible by calling or using

the internet. The District utilizes the AESOP absence and sub calling system to track employee attendance
and for securing substitutes. You are required to state the reason for your absence.

AESOP
Absence Line:
1-800-942-3767 or
www.aesoponline.com
(Please call prior to 6:00 a.m.)

In order to allow sufficient time to obtain Substitute Teachers, calls should be received prior to 6:00 a.m.

CLEAR AND PRECISE LESSON PLANS ARE VITAL TO THE SUCCESS OFTHEsCLASSROOM INTHE -
TEACHER'S ABSENCE. TEACHERS WILL LEAVE THEIR PLANS VISIBLE FOR THE SUBSTITUTE IN THE
CLASSROOM OR THEY CAN BE UPLOADED TO THE AESOP SYSTEM VIA THE INTERNET,

Teachers returning to school from an absence will report to the Principal's Office and fili out an attendance
verification form. : ‘

CASH IN SCHOOL BUILDINGS

Ail cash, including money collected from students, must be submitied to the School Office with properly

completed deposit forms. All cash will be heid in the Principal’s office safe and forwarded to the Business
Office on a weekly basis for deposit.

- CERTIFICATION

Al certified employees are responsible for maintaining a valid Arizona certification, endorsements and
licenses appropriate to their assignment and are obligated to become "highly qualified” in ali core academic
subjects taught by the start of the 2007-2008 school year. All certified employees are also required to
maintain a valid class 1 fingerprint card issued by the Arizona Department of Public Safety. Fallure fo
maintain valid certification and fingerprint card may affect employment and pay status.

CHILD ABUSE / CHILD PROTECTION |

Any school personnel or any other person who reasonably believes that a minor is or has been the victim
of physical injury, child abuse, or neglect that appears fo have been inflicted upon the minor by other than
accidental means or that is not explained by the available medical history as being accidental in nature or
who reasonably believes there has been a denial or deprivation of necessary medical treatment or surgical
care or nourishment with the intent to cause or allow the death of an infant who is protected under A.R.S.
36-2281 shall immediately report or cause reports to be made of such information to a peace officer or to

1



the Child Protective Services (CPS) of the Department of Economic Security (DES), except if the report
concemns a person who does not have care, custody, or control of the minor, the report shall be made fo a
peace officer only. Such reports shall be made immediately by telephone or in person and shall be
followed by a written report within seventy-two (72) hours.

A person who furnishes a report, information, or records required or authorized under Arizona Revised Stafutes or a
person who participates in a judicial or administrative proceeding or investigation resulting from a report, information
or records required or authorized under Arizona Revised Statutes is immune from any civil or criminal liability by
reason of that action unless such person has acted with malice or unless such person has been charged with or is
suspected of abusing or neglecting the child or children in question.

A report is not required under A.R.S. 13-3620 for conduct prescribed by A.R.S. 13-1404 and 13-1405 if the conduct
involves only minors who are fourteen (14), fifteen (15}, sixteen (16) or seventeen (17) years of age and there is
nothing fo indicate that the conduct is other than consensual.

A person who fails to report abuse as provided in A.R.S. 13-3620 is guilty of a class 1 misdemeanor, except if the
failure to report involves a reportable offense, the person is guilty of a class 6 felony. '

Any certificated person or Governing Board member who reasonably suspects or receives a reasonabie allegation
that a person certificated by the Department of Education has engaged in conduct involving minors that would be
subject to the reporting requirements of A.R.S. 13-3620 shall report or cause reports to be made to the Department

of Education in writing as soon as is reasonably practicable but not later than three (3) business days after the
person first suspects or receives an allegation of the conduct.

Any school employee who has orally reported to CPS or a peace officer a reasonable belief of an ofiense to a minor

must provide written nofification to the principal of the oral report not later than the next workday following the
making of the report.

CLASS PARTIES

Room parties may be held before Winter Recess, on Valentine's Day and on the last day of school. All
room parties will be held during the last period of the day. Birthday parties are not permitted.

 COMMUNICABLE DISEASES

Any student with, or recovering from, a communicable disease will not be permitted in school until the

period of contagion is passed or until a doctor recommends a return, in accordance with A. R. S. § 36-629
and A. R. S. §36-629.01. Parents will be requested fo provide a history of the communicable diseases for
gach student, and such records wiii be kept and maintained by the School District. A student suffering from
a communicable disease shall be excluded from school fo protect his own welfare and also to protect other
chiidren from ilinesses. Early recognition of a communicable disease is of prime importance. The
Administrator or County Health Director shall make the decision for exclusion and re-admission.

Pediculosis (Lice Infestation}
Students with Pediculosis shall be excluded from school until treatment specific for Pediculosis has been initiated.

Acquired Immune Deficiency Syndrome (AIDS)




Human Immunodeficiency Virus Infections (HIV) :

Students ill with HIV or Acquired Immune Deficiency Syndrome (AIDS) have a right to receive a publlc education.
The Governing Board also recognizes that it has a respon31bll|ty to assure that the school prowdes a safe
environment for all of its students and employees.

" DANCES

Dances may be allowed for Grades 7 and 8. The dates, times, attire, etc. of these dances will be at the discretion

of the Principal. Parent chaperones are encouraged for all dances. Teacher chaperones will always be present.
Parents who cannot chaperone are encouraged to pick up their child at the door at the end of the dance.

" DRESS GODE

As indicated in the Staff Conduct Policy, all staff members will dress professionally and maintain a general
appearance so as to reflect their position and not be detrimental to the educational program of the school. In order
to be a good role model for students, staff members should follow the same rules and regulations as the students
as far as items that are not acceptable fo be worn to school. For examp[e shorts/skorts are not considered
acceptable attire for teachers unless they are being womn in conjunction with a special activity or field trip.
Additional dress code regulations may be implemented at the school sites by the building Principals.

EMERGENCY ACCIDENTS / ILLNESS

P lease report any serious illnesses, especially those that are thought to be communicable, to the School Nurse.
Students who become ill during the day are to report to the School Office with a pass from the teacher.
STUDENTS ARE NOT TO LEAVE THE SCHOOL GROUNDS WITHOUT PARENTAL AND SCHOOL OFFICE
PERMISSION, All accidents must be reporfed fo the Nurse’s Officelll

In the event a District employee is injured on the job, the injury must be reported to the Supervisor. A
Supervisor's Report of Industrial Injury will be completed and signed by the supervisor. A copy of the
report will go with the injured employee to the medical facility. Injured employees should go for treatment
to:

Concentra Medical Center
5340 W. Buckeye Rd. Ste 3
Phoenix, Arizona 85043
M-F 6 a.m.-10 p.m.
(602) 233-2117

Employees are required to return to work with instructions from the Concentra doctor regarding fitness for
duty. '



EMERGENCY DATA . .

Ezch employee is required to inform Human Resources and the School Office of the name, telephone number and
address of the person 1o be notified in the event of an emergency.

It is the responsibility of each employee to keep emergency and residential information up-to-date with Human
Resources and the School Office

EQUAL OPPORTUNITY EMPLOYMENT :

Discrimination against any individual for reasons of race, color, religion, sex, age, national origin, and

handicap is prohibited. Efforts will be made in recruitment and employment to ensure equal opportunity in
employment for all qualified persons.

EVALUAT]ON OF PROFESSIONAL STAFF

(See appropriate Evaluatlon Handbook for details.)

EXPENSE REIMBURSEMENT

District Authorized Travel: School employees who Incur expenses in carnying out their authorized dutues
may be reimbursed by the District upon submission of support receipts (provided that prior authorization
has been granted by the Chief Education Officer or the Chief Education Officer’s designee.)

Overnight Trips: Prior Board approval is required from the District for all overnight trips and all trips of more
than 100 miles one-way. If there is no cost invelved, other than the use of District vehicle, the Chief
Educational Officer may approve such trips. In an emergency, the Chief Educational Officer may
approve these trips if it is determined that the trips are required for the efficient operation of the
District. This authority is generally limited to travel by members of the Administrative Staff.

Reimbursement amounts shall not exceed the maximum accounts established pursuant fo A.R.S. §38-
624(c},

* EXTRACURRICULAR PROGRAMS

AII interscholastic activities that are:

1. Of a competitive nature and involve more than one school where a championship, winner, or
rating is determined, and

2. Endeavors for which no credit is eamed in meeting graduation or promotional requirements
that are of a continuous and ongoing nature, organized, planned, or sponsored by the District,
consistent with District policy, shall be conducted under the provisions of this policy. Such
activities will be established and designed to offer students worthwhile athletic and leisure time
inferests, wholesome recreational and social activity, and an opportunity to develap skills in
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democratic and cooperative management for these activities. These programs will be
appropriate to the maturity of students and as varied as staff and facilities permit.

Al such activities conducted under the auspices of the District shall be under the direct supervision of the
certificated individual responsible for the activity.

It is necessary to have the extracurricular activities function within a realistic framework of control. In order
to prevent enthusiastic students from placing social or athletic function on a higher plane than the academic
program, the following policy will be adhered to:

| A student who, upon having work checked for a two-week period, shows that he is not working to
his capacity and has a failing grade(s), will be removed from an athietic team or extracurricular
activity fora‘period of two weeks. After the student improves his grade(s}, he/shie shall be
reinstated to the team or extracurricular activity for the following two-week period unless ineligible
for some reason other than academic performance. If removed from an athletic team, the student
will be aliowed to practice with the team, but will not be allowed to dress out or play in & scheduled

game.

n The eligibility criterion for extracurricular partlt:lpatlon shal[ be a passmg grade in all classes in which the
: siudent is enrolted.

| The courses in which a student must receive a passing grade, in order fo be eligible, shall be part of a

program leading to graduation or promotion consistent with State Statutes, State Board rules, and local
District policy.

| The responsibility for enforcement of the above rule rests with the Chief Educatlonal Officer or designee.

| The student and the parents or guardian shall be notlf[ed ina confldennai manner when:
L Ineligibility is pending.
4 Ineligibility is determined to be necessary.

¢ Support services shall be made available to'students who become ineligible for Extracurricular Programs as wel: as,
to students nofified.

Any student whose behavior presents a problem or jeopardizes school discipline may be ineligible for participation
in extracurricutar activities until such time as his behavior warrants reinstatement by School Administration. The
same general standards shall apply for Special Education students except that such eligibility shall be determined
on a case-by-case basis in relationship to the respective student's Individual Education Program.

FIELD TRIPS

For fieldtrip procedures please see the school building }jrincipal.

'HAZARDOUS CHEMICALS

I order to maintain compliance with federal laws regarding the use of hazardous chemicals, District Staff is
discouraged from bringing cieaning products-of any kind to school. Anyone needing cleaning products should
contact the school Custodian, Principal, or the Director of Capital Operations. - When purchasing any kind of
adhesive, cleaner, paint, or stain materials, a Material Safety Data Sheet (MSDS) for the product should be picked
up from the vendor at the time of purchase. The MSDS should be given to the Principal,
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" HEALTH INSURANGE

The District wilt provide group insurance coverage with a Major Medical insurance plan, dental plan, vision plan,
and a Life and Accidental Death and Dismemberment provision for each eligible employee. Premiums for these
benefits will be paid for by the District. Employees become eligible for this benefit on the first day of the month
following their hire date if all appropriate enroliment forms are submitted to the Office of Human Resources
otherwise, insurance may begin later, Shott-ferm disability insurance participants become active on the first day of

the month following their hire date. Upon termination of employment, group insurance coverage will cease at the
end of the same month.

Employees who wish to have their spouse and/ or children covered by any of the above referenced insurance plans
(with the exception of short-term disability) may apply at the time of the employee's initiat enrollment or at the
annual Open Enroliment period. The premium payment for insurance coverage for dependents will be paid
by the employee through payroll deductions. Dependents include the spouse and any unmarried children up to
age 19. Unmarried dependent children, who are full-time students in a college or university, and taking a minimum
of 12 credit hours, are considered efigible dependents up to age 23.

' COBRA
Participating employees who take a Leave-of-Absence or terminate employment may continue to participate in the

district health care program for a period of 18 months through COBRA. The employee must assume personal
responsibility for the payment of all premiums.

HOMEVISITS

The District strongly encourages teachers to involve parents in the child's education through home visits,

conferences, telephone contacts, classroom volunteers, and written communications. All home visits and telephone
contacts should be documented in writing and kept in the teacher's working files.

HOMEWORK

The District encourages meaningful homework on a regular basis. The specific homework guidelines encouragéd
are as follows:

Homework Guidelines

e Homework should be used to reinforce skills previously taught, to work on research (independent study) and special
projects, and to encourage appropriate activities that promote thinking skilis.

» Homework should be given at the appropriate, independent practice level so that the student is able to successfully
complete the assignment.

+ The purpose of every homework assignment shouid be clearly established. Clear and specific directions should
accompany each assignment.

« Homework should be individualized when appropriate. Time requirements should be considered and followed.
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» Homework should be regularly assighed, promptly returned, and regularly collected to develop good homework habits.

o Homework evaluation and feedback o students is of critical importance. A variety of methods should be used to achieve
this goal.

 To encourage parental involvement and support, parents need to be informed about homework procedures, time
guidelines, specific assignments, and student accountablllty

« Toencourage student responsibility, the student needs to note the specific assignment, understand the directions, take
home the necessary materials, plan time to complete the homework, and return the aSSIgnments ontime. Late homework
will not be accepted except in cases of excused absences.

Suggested Time Spent for Homework
As long as it is consistent within each grade level, teachers at each grade level may agree to vary these times.

- +Grades K-3: 15 o 45 minutes, two fo four times per week.

+ Grades '4-8: 45 to 60 minutes, four times per week.

Responsibility of the Teacher .
The teacher communicates to students and parents all homework goals and expectations such as:

» Scheduling (frequency of homework.)

* Responsibilities of the student.

» Responsibilities of the parents.

« Return/evaluation of homework assignments.

Types of Homework

» Practice and reinforcement of skilis.

» Opportunities to complete unfinished class work
« Opportunities to apply newly learned skills.

« Experiences that require creative thinking.

Suggestions for Parents

+ Stress that homework is important.

+ Help the student find a quiet place and daily time for doing homework.

+ Establish rules about homework (e.g., no TV until homework is completed.)
v Let your son or daughter know that you are available to help and fo listen.
\ Provide positive support when homework is completed.

LESSON PLANS/GRADE RECORDS

L esson Plans are expected to be completed by all teachers on a wee.kly basis. The Principal wili provide

instructions for completing lesson plans and the format for submission. Teachers will maintain an appropriate grade
record or grade book that supports the final grade reported on report cards.



LUNCH PASSES

Students may leave the school grounds only when picked up by a parent or guardian at the School Office.

Students are highly discouraged from leaving school {o eat at home, but may do so with written parental
permission.

*ANY STAFF MEMBER LEAVING CAMPUS FOR LUNCH MUST NOTIFY THE PRINCIPAL’S OFFICE AND
SIGN OUT. DEPARTURE DURING ANY OTHER TIME OF THE WORK DAY MUST HAVE PRIOR
ADMINISTRATIVE APPROVAL AND SIGN OUT. **

MOVIES AT SCHOOL

Any movie to be shown at school must have prior approval by the Principal at least five (5) working days

prior fo showing. Teachers must give the purpose of it and rationale in terms of curriculum (or possibly as a
reward activity.) Each movie shown must be noted in Lesson Plans the week prior fo showing.

Upon approval, only “G" rated movies are to be shown. Movies and videos that are rated other than for General
Audience shall not be shown in any classrooms or at any District sponsored activity. This includes, but is not limited
to, buses and motels where students are present.

PG-13 movies are never allowed!

. PARENTAL INVOLVEMENT

‘ State law requires that districts have:

[ A plan for parent participation in the school designed to improve parent and teacher cooperation in
~ such areas as homework, attendance, and discipline.

n A method by which parents may learn about the course of study for their children and review
learning materials, -

| Procedures by which parents who object to any learning material or activity on the basis that it is
harmful may withdraw their children from the activity or from the class or program in which the
material is used. “Harmful” includes objections to a material or activity because it questions beliefs

or practices in sex, morality, or religion. “Parent’ means parent or guardian who has custody of the
student,

PARENT/TEACHER CONFERENCES |

Parent!T eacher conferences have been scheduled near the end of the first and third grading periods.
Teachers are responsible for individual scheduling of parents at this time. All parents requiring or
requesting a conference must schedule it at school or in their home. Parents of students doing
unsatisfactory or failing work must have a conference at the end of each grading period; mid-term notices
must also be given in such cases. Parent conferences are encouraged throughout the year.

8




PART-TIME PROFESS[ONAL STAFF

P art-tlme employment is defined as working less than 30 hours per week. Part-ime professional
employees are not eligible o receive benefits including the accrual of annual leave.

PERSONNEL ACTION REQUEST/LEAVE REQUEST FORM

Personnel Action Requests (PAR's) forms are used for employment, promotion, reclasstfication, extended
absences or other changes of employee duties.

Employees must complete a Leave Request Form (LRF) for all expected absences

from work; such as: Personal Day, Bereavement Leave, Workshop attendance, etc. The following
procedures should be followed when completing a Personnel Action Request (PAR) and a Leave Request
Form (LRF).

W Vacation, Bereavement, Professional, School Business Leaves

When requesting a Leave of Absenee for any of the abeve reasons, the employee must complete a LRF form with
all the necessary information. A notice of at least five days will be required on Personal Days, and Vacation
requests so that arrangements may be made for a substitute, if one is needed. .

> The LRF must be submitted to the immediate supervisor for approve[; If for sorve reason the Subewisor
does not approve the leave, the Supervisor will notify the employee regarding the decision.

> If the request is approved, the Supervisor will forward the LRF to Human Resources for approval. After
recelving and approving the LRF, Human Resources will return a copy of the LRF to the employee. The
original copy of the LRF will be placed in the employee s personnel file. If the employee has not
received a copy of the LRF by at least one day prior to the requested leave day, the employee
should contact the immediate supervisor to check if it has been approved and appropriate
arrangements have been made for the employee’s absence.

W Workshops and Conferences

The employee must complete a LRF with all the necessary information regarding the workshop/conference
If any cost is involved in attending the workshop or conference, the emp!oyee must complete a Purchase
Requisition Form and attach it to the LRF.

If a District vehicle is needed, the empioyee must also complete a "Vehicle Request Form® and submit it with the
LRF and Purchase Requisition.

~ AFLYER DESCRIBING THE
WORKSHOP/CONFERENCE OR AN
OUTLINE OF THE PROGRAM SHOULD
ALSQO BE ATTACHED TO THE LRF.




All necessary forms must be submitted to the immediate supervisor for approval at least seven working days prior
to the date of the workshop/conference. Special Education and Special Areas Staff will also require approval from
the Director of Special Education. If the request is not approved, the supervisor will notify the employee of the
decision.

If the request is approved by the supervisor, the LRF along with any other pertinent forms will be forwarded to
Human Resources. Human Resources, in tum, will give the Business Office the attached Purchase Requisition form
along with a copy of the LRF for processing. The employee's copy of the LRF will be returned to the employee

I a vehicle has been requested, Human Resources will forward the Vehicle Request Form to the Director of Capital
‘Operations. If a vehicle is available, the Director will approve the request and notify the employee. The employee wil
be responsible for the pickup and return of the District vehicle. Times should be arranged with the Director of Capital
Operations.

PROFESS[ONAL LEAVES & ABSENCES

Slck Leave — Sick Leave for certificated personnel is a designated amount of compensated leave that may be
granted for sick leave purposes to a staff member who, through personal or family illness, injury, or quarantine, is
unable to perform the duties of histher position. Family, for purposes of sick leave, shall include:

Spouse . Grandchildren

Children Parents of Spouse
Parents Brother/Sister of Spouse
Brother/Sister Son/Daughter-In-Law
Grandparents

Exceptions to the above must have the Chief Education Officer’s approval. The Chief Education Officer may
request a physician’s verification regarding Family ltiness Leave. -

Sick ieave is only for the purpose of recuperative activities, e.g., obtaining medical care or treatment, procuring
medications or other prescribed materials, convalescing at home or at a medical facility, or other therapy or activity
prescribed by the employee's physician or health practitioner (with verification required if requested by the Chief
Educational Officer). The District may, at District expense, require the employee to submit to medical or psychiatric
examination by a physician or psychiatrist selected by the District to determine (1) whether or not the confinued use
of sick leave is appropriate or (2) whether refurn to duty is appropriate.

Sick leave may include other excused absences, such as medical, dental, or optical examination or treatment
impossible to schedule on nonduty days.

Each staff member shall be credited with a sick leave allowance at the rate of one (1) day per month up to ten (10)
or twelve (12) days, determined by the number of months employed. The unused portion of such allowance shall
accumulate to a maximum of one hundred (100) work days, at which time no more sick leave can be accumulated.
As accumulated sick leave days are used and drop below one hundred {100) work days, an eligible employee may
again accumulate sick leave up to the maximum fimit.

When a certified employee exhausts all days of accumulated sick ieave, an unpaid leave of absence must be
requested, pursuant to District policy.
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Sick leave of any certified employee who does not serve a full school-year shall be prorated based upon the
number of days worked in their contract. The salary of any certified employee terminating service prior to the end of
the school year shall be adjusted to compensate for any sick leave days taken in excess of those days eamed.

Sick leave may be used for childbirth during the time the physician verifies that the employee is physically unable to
perform her normal duties. If the employee does not wish fo retumn to her duties following chiidbirth, an extended
leave of absence must be requested, consistent with existing District policy.

At the time Sick Leave is requested for sick leave purposes, staff members shall inform the Chief Education Officer
of the following:

+ Purpose for which leave is being taken
L4 Expected date of return from leave.
L 2 Where hef/she may be contacted during the leave.

Any employee who can be shown to have willfully violated or misused the District's sick leave policy or
misrepresented any statement or condition will be subject fo disCipline, which may include reprimand, suspension,
and/or dismissal. : : ‘

Personal Leave A maximum of two (2) days of sick leave for the current school year may be taken as personal
leave days. Such days may be used for any personal reason. If an employee has used sick leave for sick-leave
purposes, the two (2) days allotted for personal leave shall be decreased on a day-per-day basis if used for sick-
leave purposes.

No more than ten percent (10%) of the staff or other groupings of employees may take personal leave at any one
time. Requests for personal leave must be received at least four {4) working days prior to the first day of leave, and
must be approved by the principal. All personal’leave requests must be in writing, except for emergencies.

Requests shall be acted upon in order of receipt,
and the availability of substifutes may limit the The employee should provide the
number of requests granted at any one time. Supervisor with at leasta
Personal leave generally will not be granted during - [four (4) day notice.
the following periods: |

> On the day immediately preceding or following a holiday or vacation.
> During the first two (2) weeks of school or the last two (2) weeks of school.

When requesting a Leave of Absence for any of the above reasons, the employee must complete a Leave Request
Form with all necessary information. On Personal Days and Vacation requests, a notice of at least four (4) days

- will be required so that arrangements may be made for a substitute, if one is needed.

The PAR must be submitted to the immediate Supervisor for approval. If for some reason the Supervisor does not
approve the leave, the Supervisor will notify the employee regarding the decision.

If the request is approved, the Supervisor will forward the LRF to Human Resources for approval. After receiving
and approving the LRF, Human Resources will retum a copy of the PAR to the employee. The original copy of the
LRF wilt be placed in the employee's personnel file. if the employee has not received a copy of the LRF at least one day

prior to the requested leave day, the employee should contact the immediate Supervisor fo verify if it has been approved and
appropriate arrangements have been made for the employee’s absence.
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Absent Without Leave ~ An employee shall be deemed Absent Without Leave when absent from work because
of:

(1) A reason that conforms to a policy currently in effect, but the maximum number of days provided for in that
policy will be exceeded.

{2) A reason that does not conform to any policy currently in effect, or

(3) Failure to report to work without prior notification to the Chief Education Officer or designee.

In no case shall an employee be compensated for time lost due to being absent without ieave.

An employee is subject to disciplinary action including dismissal, if: (1) hefshe is absent from work without prior

approval, or (2} prior approval was impossible due to the unusual circumstances and approval for the employee's
absence is denied upon his return.

Legal: Jury Duty, Military, or Other Political Subdivision Duty Leave — It is recognized by the Board that no
employee is exempt from Jury Duty and that leaves of absence for such duty must be granted. in special cases,
the Chief Educational Officer may write a letter to the Jury Commissioner of Maricopa County requesting that the
employee be excused from Jury Duty. In addition, the Board recognizes the fact that its employees have
citizenship responsibilities and, in order to make it possible for said employses to carry out their responsibilities to
the city, county, state, or nation, the Board will grant leaves, in addition to Jury Duty, for services in the State
Legislature and when called to attend field fraining services for the Military Reserve or Arizona National Guard.
Such leave will not count as experience to advance on the Salary Schedule.

Persons volunteering for Military Service, except in time of declared war, will not be considered for long-term
Military Leave.

When an employee receives notice that requires leave as outlined above, it is the responsibility of the employes to
notify the Chief Educational Officer or Principal.

Salary payments for the various types of leaves are as noted below:

. An employee on Jury Duty may receive only his or her reguiar salary.

. It is the responsibility of the employee to reimburse the School District for Jury Duty pay when such
payment is made directly fo the employee. Exception: employee may keep payment for mileage.

. An employee excused for Jury Duty after being summoned shall report for duty at his assigned school as

soon as possible, Failure to report for duty will result in a deduction equal fo that portion of a contract day
missed. (A.R.S. §21-236).

. An employee serving in the legislature shall be paid his regular salary less the salary paid by the state for
days the employees misses due to legislative duty A.G. Opinion 65-30-(c)

. An employee who is a member of the Military Reserve of National Guard shali be entitied to leave of
absence without loss of pay, time, or efficiency rating when engaged in field training (A.R.S. §26-168(A)
and §38-610).

An employee may be granted leave, without loss of saiary, if subpoenaed to participate in a couri-required legal
responsibility. A copy of the subpoena must be presented to the Office of Human Resources prior to the leave.
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Leave of Absence Without Pay -- The District recognizes that on occasion extenuating circumstances arise that
may necessitate absence from duty that is not covered by other specific leave provisions of the District. To address
such situations, a leave of absence, without pay, may be granted a member of the certificated staff for no fonger

than one yeat.

A Leave of Absence may be requested for, but nof limited to, the following purposes:

| Additional education that refates to the employee’s primary assignment. A plan of contemplated course
work must be presented,

| To provide for an unpaid leave in a situation where the employee w1|l be absent from work because of (1) a
reason that conforms to a policy currently in effect, but the maximum number of days provided for in the
policy will be exceeded, or (2) A reason that does not conform to any policy currently in effect.

| For a Leave of Absence that benefits or is in the best interest of the District, as determined by the Board

. upon review of the application.
| For leave under the Family and Medical Leave Act (FMLA).

A “Leave of Absence” requested pursuant fo this-policy will need to be approved by the Chief Educational Cfficer, if
the leave period does not exceed 12 weeks. If the leave period exceeds 12 weeks, it must be recommended by the
Chief Educational Officer and approved by the Govemlng Board.

A request for ‘|_eave of Absence?’ shall not be denied by the District if the employee is entitled to the leave-under the
Family and Medical Leave Act. All other applications for “Leave of Absence” may be granted or denied by the
District at its sole discretion. '

Each request for such a leave of absence shall be in a written application stafing the purpose, starting date, and
duration of the leave of absence, the reasons for its necessity or desirability, and any other information the applicant
deems relevant to the request. The “Leave of Absence” shall be only for the purpose and duration approved and
may not be extended without written approval by the District.

All rights of continuing status (certificated teachers only), retirement, salary increments, and other benefits shall be
restored at the level earned when the leave was granted. All accrued sick leave, persenal days, and other paid
leave shall be applied to the leave period unless otherwise stipulated by the District or prohibited by the Family and
Medical Leave Act.

Family and Medical Leave Act -~ Any employee who has been employed by the District at least 12 months
and who has completed at least 1,250 hours of service immediately prior to the time the leave is fo
commence shall be eligible for FMLA leave. The District shall fully comply with the Family and Medical Leave Act
‘and all inferim.and final regulations interpreting the FMLA issued by the U. S. Department of Labor. Accordingly, all
portions of this policy that pertain to the FIMLA shall be interpreted in a manner consistent with the FMLA and its
regulations. Subject to the conditions set forth herein, any eligible employee of the District may take up fo 12 weeks
of leave (FMLA leave) during any one fiscal year (July 1 fo June 30}, without pay, for any one or more of the
following reasons:

@ The hirth and care of a newbomn child.

@ The placement of a child with the employee due to adoption or foster care.

@ The care of a family member who has a serious health condition.

@ The serious health condition of an employee which inhibits his/her ability to function and perform the
duties of their position.
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Bereavement Leave -- An employee may be granted, upon request to the Chief Education Officer, up to five (5)

days of leave per year, with pay, to be used in the event of death in the employee’s immediate family. See page 11
for definition of family.

Extensions of Bereavement Leave may be granted upon personal request, but all extensions shall be deducted
from the employee’s Personal Leave.

Sabbatical Leave - A Sabbatical Leave of Absence may be granted to ceriified and administrative personnel for a
maximum of one year when conforming to Arizona Revised Statutes §15-510(D) {E).

Application for Sabbatical Leave must be received by January 31. It will he considered within the framework of all
applicable laws, on the basis of improvement of professional preparation and/for the educational program of the
district, current assignment of the individual, value of the leave to the District, and funds that are available. An
employee granted Sabbatical Leave will be governed by applicable Arizona Revised Staiutes.

*_ PROHIBITED PERSONNEL PRACTICE

_ It is prohibited personnel practice for any District employee (Employee A), who has control over personnel actions,

fo take reprisals against another employee (Empioyee B) for a disclosure of a matter of public concern to a public
body when the employee (Employee B) believes there has been:

Q A violation of law.
O Mismanagement, a gross waste of monies, or an abuse of authority.

An employee, or former employee, who believes that a personnel action taken against him/her is the resulf of
histher disclosure of information undér A. R. S. § 38-532 shall make a complaini fo the Board. The Board shall
make a determination pursuant to the rules under A. R. S. § 41-785,

~ PERSONNEL RECORDS

Professional employees are required to supply the District Office with current and complete official transcripts of all

college credits. 1t is the duty and responsibility of each certificated employee to keep such certification
current.

The District will maintain a complete and current official personnel file for each District employee. Employees will
be advised of, and will be permitted to review and comment on, all information of a derogatory nature to be placed

in their respective personnel files. The employee may prepare a written reply to such information and such reply, if
any, will be appended to the information in the file.

All documents within a personnel file are confidential, and the district may create such sub-files within a personnel
file as are appropriate to insure confidentiality and efficient use of the file. Access to personnel files will be limited
to authorized District officials and empioyees. Individual Board members shall have access only when specifically
authorized by the Board, as evidenced by action of a quorum of the Board in a legal meeting properly noticed.
Employses may review their own files by making written requests to the Chief Educational Officer.
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Confidential information obtained prior to an employee’s employment such as recommendatlons will notbe
available for review by the employee. :

Documents within a personnel file may be reviewed by the public only to the extent that disclosure is compelled as
a public record.

PROCEDURES FOR REPORTING LOSTISTOLENN_ANDALIZED PROPERTYAND
-~ EQUIPMENT =

The person discovering a break-in, vandalism andfor mysterious disappearance of District equipment or property
should report this immediately to the Principal. In the event that the Principal is not on campus, the report is to be
made to the District Office. The Administrator to whom the incident is reported will be responsible to report to the
Law Enforcement Officer for investigation and fo complete the District “Loss Report Form.” The “Case Reference
Card" and "Loss Report Form” are due in the office of the Business Manager no later than the end of the first
working day following the incident. '

PROFESS[ONAL STAFF ASSIGNMENTS AND TRANSFERS

Assignments -- The Chief Education Officer will determine all Professional Staff asmgnments Suc:h assignments
shall be based on the needs of the District. In addition, no right to school, grade, or subject assignment shail be
inferred from the standard Teacher's Contract. :

Transfers -- The procedure for assignment and iransfer of Professional Staff members will be based on the needs
of the Instructional Program. Assignments may be changed fo serve the interests of the District and students. ‘

Professional staff members may apply for fransfer or reaséignment, whether or not a vacancy exists. Generally,
transfers will not be approved during the school year unless the needs of the District dictate such approval.

It shall be the policy of the Board that professional personnel be assigned on the basis of their qualifications, the
needs of the District, and their expressed desires. When it is not possible fo meet all three conditions, personnel
shall be assigned first in-accordance with the needs of the District, second where the Chief Educational Officer
determines the employee is most qualified to serve, and third as to the expressed preference of the employees.

In the case of vacancies in new or existing positions, first consideration will be given fo qualified applicants among
current employees. The Chief Education Officer shall have the responsibility for the assignment of all
personnel throughout the District.

The resolution of any conflicts over the need for a transfer shall be based on what is best for the instructional
Program, the needs of the students, and the OVERALL needs of the District as defined by the Chief Education
Officer.

Voluntary Transfers—Any teacher desiring a different class or teaching assignment for the next school year will
make application to the Chief Education Cfficer via a PAR. The application wili specify the grade and position
desired, the reason for transfer, and extenuating circumstances. The application will also inciude a summer
address and phone number. If a vacancy occurs, the teacher will be notified.
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Involuntary Transfer-When it becomes necessary to transfer a teacher, the Chief Educationat Officer will notify
the teacher affected at least thirty (30) calendar days prior to such transfer, uniess there is an emergency.

PROFESSIONAL STAFF DUTIES AND RESPONSIBILITIES

Every Teacher shall:

v Hold pupils to strict account for disorderly conduct.

v Keep a School Register which the Governing Board shall carefully preserve as one of the records of the
school.

v Make the decision to promote or retain a pupil in grade in a common school or to pass or fail a pupil in a
course in elementary/middle school. Such decisions may be overturned only as provided in § 15-342,
paragraph 11.

v Comply with all rules and policies of the Governing Board that refate fo the duties prescribed in this section.

" PROMOTION AND RETENTION OF STUDENTS

Students are always considered on an individual basis regarding promotion and retention. The decision to

promote or retain is based on input from the teacher, parents, and administration through the Child Study Team
process. '

® A student who is experiencing difficulty in a class shall be identified by the end of the First Quarter and this
information shared with the parents at a Parent Conference and/or by Telephone Conference. In addition,

the teacher shall meet with the Grade Level Team to discuss ways to assist that student’s learmng This |
and all such conferences shall be documented.

@ If, by the end of the Second Quarter, a student is continuing to experience difficulty and is in danger of
being retained, the “Possible Retention Letter” is to be sent to the parent(s} by Certified Mail and a copy to
the Principal. In addition, the student shail be discussed at a Grade Level Meeting. This and all future
contacts with the parent regarding retention must be documented.

® Within five {5) days of sending the first “Possible Retention Letter”, the teacher must submit a Child Study
Form to the Administrator in charge of the Child Study Team to schedule a meeting to review that student's
Learning Program and make any appropriate educational and/or environmental modifications.

@ If, at the end of the Third Quarter, a student is failing and continuing to fail, a second “Possible Retention
Letter” shall be sent to the parent(s) via Certified Mall in addition to a Parent Conference and Grade Level

Meeting to agree upon alternative instructional strategies to assist the student in attaining expected
achievement levels.

® if, by May 1%, a student is failing and continuing to fail, a third “Possible Retention Letter” shall be sent to
the parent(s) via Certified Mail and the Administrator in charge of the Child Study Team shall be nofified to
set up a Child Study Meeting fo discuss the possibility of retention.
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THE DEADLINE FOR SUBMITTING A STUDENT TO THE CHILD STUDY ADMINISTRATOR FOR POSSIBLE
RETENTION 1S MID-MAY. NO STUDENT WILL BE CONSIDERED FOR RETENTION WITHOUT PROPER
DOCUMENTATION AS STATED IN PARAGRAPHS 1-5.

The administration of a retention scale will be used in the retention decision making process. Factors such
as social maturity, attitude toward learning, self-concept, peer acceptance; social age, and prior retention
must be carefully reviewed.

Teacher input is critical in the Child Study Process regarding the promotion or retention of a student. The
parent(s) may appeal the decision to the Governing Board.

Decisions regarding promotion or retention of students in Special Education are considered through the
Individualized Education Program (IEP) process utilizing the same considerations in paragraphs 1-7.

Students in Bilingual/ESL Programs should be assessed and instructed in the appropriate language. The
level of second language acquisition is a critical factor in making a decision for these students.

Note: Students who enroll at various fimes during the year will be taken on a case-by-case basis; however, it is the
teacher’s responsibility to identify a student as a possible retention as soon as reasonably possible and follow the
nofification procedures as stated in steps 1-5 above.

" PUBLIC INFORMATION PROGRAM - |

- Al 'school personnel are responsiblé forgood public relatlons Toward that end, all written nofices,

bulletins, newsletters, and matters pertaining to students are to be submitted to the Principal for approval
prior to release. Releases/publications that pertain to the District level are to be submitted for approval to
the Chief Educational Officer of Schools prior to release.

Non-school originated material of a commercial, political, or religious nature shall not be released through
the students. Notices from community organizations, such as Camp Fire Girls, Boy Scouts, eic., that
directly affect the children of the District may, at the discretion of the Principal, bé sent home via the
students.

PURCHASING PROCEDURES

Outside District Purchases — A Purchase Requisition is to be completed with the foliowing information:
Lt Name, complete address and telephone number of the vendor.

LN Date of the Purchase Requisition.

£ Quantity, article description, unit price and fotal cost.

% Indicate whether the original Purchase Order is to be mailed to the vendor or sent to the

¢

&

Requisitioner.
Requisition shall be typed or written legibly.
Approval of Supervisor must be attained prior to being submitted for purchase.

Requisitioner is to plan ahead to allow adeguate processing fime, approximately seven (7) working
ays

J
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No purchase or debt is to be made prior to obtaining an approved Purchase Order.
A VERBALLY APPROVED REQUEST DOES NOT REPLACE THE PURCHASE REQUISITION

'PROCEDURES.

Preview Material - Preview material is handled the same as "Outside District Purchases.” A Purchase
Requisition must be filled out as previously explained with an Administrator's signature. If ordering preview
material, Requisitioner must coordinate with the vendor as to the length of time he/she will have fo preview
the material and obtain a return authorization. If the District has to pay for the return shipping, the Supply
Account of the requisitioner will be debifed the expense amount.

APPROVED REQUISITIONS WILL BE ASSIGNED A PURCHASE ORDER.

Distribution of the Requisition — The original requisition remains in the District Expense File with a pink
copy of the Purchase Order.

Distribution of Purchase Order:

> Original sent to vendor (or Requisitioner if order is to

be picked up.) In the body of the requisition, write or
> Acopyis filed in District Expense File. type "PREVIEW MATERIAL’ in bold
> A q s for the Requisiioner's fi letters. This will alert the Business
Secona Copy IS Tor e Requisilioners _I es. Office to handle thiS TGC[UGS’E
Within District Requisition: differently.
. Complete Requisition Form with the following

information: hame, room number and school, date, quantity, description and code (refer to handbook.)

. Principal's signature is required for approvali prior fo supplies being issued.

Distribution of In-house Reguisition:

¢ White copy is filed by Clerk in charge of distributing supplies.

L 4 Yellow copy is filed in the Principal's Office in the individual teacher’s folder.

RETIREMENT INCENTIVE PROGRAM

The retirement incentive program is intended to provide a school employee with the opportunity to receive an
incremental increase in safary during the final year of employment in exchange for the voluntary release, by the
employee, of tenure rights or employee benefit rights accrued during such employment. Such payment must be

offered and accepted in the employment contract prior fo the beginning of the particular school year in which the
retirement incentive pay is to be received.

The employee must apply to the Governing board, in writing, for the retirement incentive during or before the year
prior to the year in which retirement will occur. This application for the retirement incentive may be withdrawn on or
before February 1 of the year of retirement.

18



An employee choosing the retirement incentive shall receive an increase over the regular contractual or scheduled
salary in the year before retirement. All legally required deductions; including the employee’s contribution to the
state retirement fund, will be withheld. The payment shall be calculated as set forth below.

The payment will be based upon the number of years of service to the District, increasing from ten (10) years of
service to twenty (20) years and decreasing from twenty (20) to twenty-five (25) years. -

Sick Leave Payment Upon Retirement , .
Upon proper and timely application for the retifement incentive program, the district will pay for accumulated sick
leave on a graduated scale up to the maximum accumulated amount indicated by the district. Certificated

employees will be paid based upon a daily rate established for payment of a day-to-day substitute teacher in the
District. ' | '

Number of Years of | Percent of Daily Rate “Number of Years of | Percent of Daily Rate
Service to the District Service to District : S
10 0% 18 40% -
11 5% - 19 45%
12 , 10% , - 20 50%
13 15% 21 | 45%
14 20% ' ' 22 40%
15 25% 23 35%
16 . 30% 24 30%
17 35% 25 55%
ROOM KEYS

Room keys are the teacher’s responsibility and should not be given to students at any time. Rooms should be
locked during the day when not in use and at the end of the school day. Teachers will check keys out from the

Principal's Office at the beginning of the school year and are fo return them at the end of the year. No duplicates
may be made.

'SCHOOL COMMITEES AND TASK FORCES

S’taff are encouraged to participate in school committees or task forces from time-to-time. Additionally, their

attendance at school and community events shows support and helps to develop a positive relationship with
students, parents and the community.
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SEXUAL HARASSMENT

AII individuals associated with this District {including, but not necessarily limited fo, the Governing Board, the

Administration, the staff, visitors and students) are expected to conduct themselves at all times so as to provide an
atmosphere free from sexual harassment.

Sexual harassment includes unweicome sexual advances, requests for sexuat favors, and other verbal or physical

conduct of a sexual naiure when made by a member of the School Staff to a student or to another staff member, or
when made by a student to another student where:

» Submission to such conduct is either explicitly or implicitly made a term or condition of an individual's
employment or education; or

» Submission to or rejection of such conduct is used as a basis for employment or education decisions
affecting such individual; or

» Such conduct has the purpose or effect of substantially interfering with an individual's educational or work
performance, or creating an intimidating, hostile, or offensive employment or education environment.

Sexual harassment may include, but is not limited to:

» Suggestive or obscene letters, notes, invitations, derogatory comments, slurs, jokes, epithets, assault,

touching, impeding or blocking movement, leering, gestures, or display of sexually suggestive objects,
pictures, or cartoons.

> Centinuing to express sexual interest after being informed that the interest is unwelcome (reciprocal
attraction between peers is not considered sexual harassment.)

> Implying or withholding support for an appointment, promotion, or change of assignment; suggesting that a
Poor Performance Report will be prepared; suggesting that probation will be failed; implying or actually

withholding grades eamed or deserved; or suggesting that a scholarship recommendation or college
application will be denied.

> Coercive sexual behavior used to control, influence, or affect the career, salary, and/or work environment of
another employee; or engaging in coercive sexual behavior to control, influence, or affect the educational
opportunities, grades, and/or learning environment of a student.

> Offering or granting favors or educational or empioyment benefits, such as grades or promotions, favorable
performance evaluations, favorable assignments, favorable duties or shifts, recommendations,
reclassifications, etc., in exchange for sexual favors,

Anyone who is subject to sexual harassment, or who knows of the occurrence of such conduct, should inform the
Chief Educational Officer as provided in the Policy Handbook. A substantiated charge against a staff member in the
District shall subject such staff member to disciplinary action which may include suspension or expulsion. Al
mafters involving sexual harassment cemplaints will remain confidential to the extent possible.
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* SMOKING ON SCHOOL PREMISES BY A STAFF MEMBER

The possession or use of tobacco products is prohibited in the following locations:
School grounds. -

Schoo! buildings.

School parking lots.

'School playing fields.

School buses and other district vehicles.

Off-campus school-sponsored events.

PR RN AR N AN

Under the provisions of A.R.S. § 36-798.03, a person who violates the prohibition‘is guilty of committing a petty
offense. The prohibitions do not apply fo an aduit when possession or use of the tobacco nroducts are for
demonstration purposes as a necessary instructional component of a tobacco prevention or cessation program that

B Approved by the school.
B Fstablished in accord with Arizona Revised Statute 15-712.

Note: underlined areas represent changes to policy effective 7/24/00.

~ STAFF/BOARD COMMUNICATIONS

Any employee or group of employees, desiring to address the Board on school-related matters shall direct their
communication fo the Board in accordance with Policy. All such communication should be in writing, and no
anonymous correspondence will be considered by the Board,

Any employee, viho wishes to address the Board in the employee's capacity as a parent, District resident, or
individual, rather than as an employee, may do so by following the procedures in policy. ‘

Official communications, policies, directives, board concerns, and Board action(s), as appropriate, will be
communicated fo employees by the Chief Education Officer.

- STAFFCONDUCT =

AII employees of the district are expected to conduct themselves in a manner consistent with effective and orderly
education and to protect students and district property. No employee shall, by action or inaction, shall interfere with
or disrupt any disrict activity or encourage any such disruption. No employee, other than one who has obtained
authorization from the appropriate school administrator, shall carry or possess a weapon on school grounds, All
employees shall at &l times attempt to maintain order, abide by the policies, rules, and regulations of the district,
and carry out all applicable orders issued by the district administrator.

Potential consequences to employess of the district who violate these rules may include, but are not limited to:
& Removal from school grounds.
& Both Civil and Criminal sanctions which may include, but are not fimited to, criminal proceedings under Title
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13, Chapter 29, of the Arizona Revised Statutes.
Warning.

Reprimand.

Suspension,

Dismissal.

Having consideration given to any such violations in the determination of or establishment of any pay or
salary in later contracts or employment, if any.

849494 9

Reporting Suspected Crimes or Incidents —

Staff members are to report any suspected crimes against persons or property and any incidents that could
potentially threaten the safety and security of pupils, teachers, or administrators to their immediate supervisors. All
such reports shall be communicated to the Chief Educational Officer who shall be responsible for reporfing the

suspected crimes or incidents to local law enforcement.

Use of Force by Supervisory Personnel — Any Administrator, Teacher, or other school employee entrusted with
the care and supervision of a minor may use reascnable and appropriate physical force upon the minor to the
extent reasonably necessary and appropriate to maintain order. Similar physical force will be appropriate in self-
defense, in the defense of other students and school personnel, and to prevent or terminate the commission of theft
or criminal damage to the property of the District or the property of persons lawfully on the premises of the District.

The threat or use of physical force is not justified as a response to verbal provocation alone, nor when the degree of

physical force used is disproportionate to the circumstances or exceeds that necessary to avoid injury to oneself or
to others or to preserve property at risk. '

Note: underlined areas represent changes to poficy effective 8/09/00.

- STAFFETHICS

The Educational Employee:

= Makes the well-being of students the fundamental value of all decision making and actions,

= Maintains appropriate and courteous communications and relationships with pupils, parents, staff
members, Supervisors, and others.

x Strives for the maintenance of his efficiency and knowledge of developments in his field of work.

. Fulfills professional responsibilities with honesty and integrity.

x Does not participate in the promotion of conflict or negafive hearsay.

. Makes cburteous, professional criticism, and constructive suggestions directly to Schoo!
Administration.

= Supports the principie of due process and protects the Civil and Human Rights of all individuals.

. Obeys local, state, and nafional laws and does not knowingly join or support organizations that

advocate, directly or indirectly, the overthrow of the government.
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x Implements the Governing Board’s policies and administrative rules and regulations.

= Pursues appropriate measures to correct any laws, policies, or regulations that are not consistent
with sound educational goals.

. 'Accepts administrative directives.

" Avoids using position for personal gain through political, social, religious, economic, or other
influence. ‘

= _Accepts academic degrees or professional certification 6niy from duly accredited instifutions,

= Maintains the standards and seeks to improve the effecﬁveness of the profession through research

and continuing professional deveiopment.

= Stresses the prolper use and protection of all _ébhoo! properties, equipment, and materials. -
= Honors all contracts until fulfilment or releasé.

. Respects and follows line of authority.

In the performance of duties, employees shall keep in confidence such information as they may secure
unless disclosure serves District purposes or is required by law.

STAFF GIFTS AND SOLICITATION GIFTS

P upils, parents, and other patrons of the District shall be discouraged from the routine presentation of gifts
to employees. This shall not be interpreted as intended to discourage acts of generosity in unusual
situations. Simple remembrances expressive of affection or grafitude shall not be regarded as violations of
this policy.

Gifts to individual students by staff members shall be discouraged. Simple remembrances on certain
occasions to all students in a class or section shall not be regarded as a violation of this policy.

Solicitations — No school employee shall use histher position in the District to influence parents or pupils to
purchase books or other merchandise, except for materials approved by the Chief Educational Officer for use in the
classroom. Solicitation of employees and/or pupils by any profit, nonprofit, or charitable groups, institutions, or
organizations must have the approval of the Chief Educational Officer of Schools in advance, in writing. No other
solicitations shall be made by or of employees during official duty time.

STAFF GRIEVANCES

Effective communication between District employees, the Administrative Staff, and the Board is essential for an
effective operation of the schools. The Governing Board; therefore, authorizes the Chief Education Officer to
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establish a grievance procedure for employees as the prescribed means of resolving grievances, at the earliest
date and the lowest possible administrative level.

Definitions — A grievance is a complaint by a District emp!oyee alleging a violation or misinterpretation, as fo the
employee, of any District policy or regulation that directly and specifically governs the employee’s terms and
conditions of employment, A grievant shall be any employee of the District filing a grievance.

Terms and conditions of employment mean the hours of employment, the compensation including benefits, and the
employer's personnel policies directly affecting the employee. In the case of professional empioyees, the term does
not include educational policies of the School District. A day is any day in which the schools of the District are

operating. The immediate Supervisor is the lowest-level administrator having line supervisory authority over the
grievant.

Informal Level — Before filing a formal written grievance, the grievant must attempt to resolve the problem by one
or more informal conferences with the immediate Supervisor. The first of these informal conferences must be
conducted within ten {10) days after the employee knew, or should have known, of the act or omission giving rise to

the grievance. A second or any subsequent conference must occur within five (5) days after the initial informal
conference or any subsequent conference.

Formal Level -

Level |; Within five (5) days after the last informal conference, the grievant must present the grievance in writing to
the immediate Supervisor.

The grievance shall be a clear, concise statement of the circumstances giving rise to the grievance, a citation of the
specific article, section, and paragraph of the regulation that directly and specifically governs the employee’s terms
and conditions of employment that are alleged to have been violated, the decision rendered af the informal
conference, and the specific remedy sought.

The immediate Supervisor shall communicate a decision to the employee in writing within five (5) days after

receiving the grievance. Within the above time limits, either party may request a personal conference to attempt to
resolve the matier.

Level II: In the event the grievant is not satisfied with the decision at Level I, the decision may be appealed to the
Chief Educational Officer within five (5) days after receipt of the decision. The appeal shall include a copy of the
original grievance, the decision rendered, and a clear, concise statement of the reasons for the appeal. The Chief
Educational Officer or the designee shall conduct an investigation of the grievance and shall communicate a

decision within five (5) days after receiving the appeal. Either the grievant or the Chief Educational Officer may
request a personal conference within the above time limits.

Level lIl: If the grievant is not satisfied with the decision at Level [l, the grievant may, within five (5) days, submit an
appeal in writing to the President of the Goveming Board. The Board will review the appeal and will issue a
response within fifteen (15) days. The Board response constitutes the final decision.

General Provisions -

Section 1: Failure at any step of this procedure to appeal a grievance to the next step within the specified time
limits shall be deemed an acceptance of the decision rendered at that step, and there shall be no further right of
appeal. Failure to file a grievance within ten {10) days after the employee knows, or should have known, of the
circumstances tpon which the grievance is based shall constitute a waiver of that grievance.
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Section 2: The filing or pendency of any grievance under the provisions of this regulation shall in no way operate
to impede, delay, or interfere with the jurisdiction of the Governing Board or the Chief Educational Officer. Forms
may be obtained from the School Office.

~ STAFF HEALTH AND SAFETY

Al employees shall be covered by Workman’s Compensation Insurance for any accident while on assignment,
including an accident on school property or while on official business off school property. An employee must report
-any such aecident to the Supervisor's Office immediately, since a report on the time of the accident, persons
involved, and how it happened is required by State [aw.

Any employee, who has an accident, no matter how slight, while on duty, shall notify his/her Supervisor
immediately. -Failure to follow this procedure could resultin the loss .of Workman's Compensation benefits.

After being notified by én'e.mbloyee, the Principal-or Supervisor éha[[fzcomp[ete the Su'pervisor’s Report of
Industrial Injury. The blue copy will go with the injured employee to-the medical facility. Injured employees
shouid go for treatment to:

Concentra Medical Center
5340 W, Buckeye Rd. Ste 3
Phoenix, Arizona 85043
M-F 6 a.m. - 10 p.m.
(602) 233-2117

Employees may be required by the Chief Educational Officer or designee, for purposes of employment or retention,
fo submit fo such tests or examinations as a licensed physician deems appropriate.

When, in the opinion of his/her immediate Supervisor and/or the Chief Educational Officer, the employee’s 'ability to
fulfill hisfher duties is jeopardized by his/her physical or emotional condition, the Governing Board may require a
complete health examination by a fully licensed physician. The expense of such examination will be paid for by the
District. '

Workman's Compensation - All employees are covered by Industrial Injury Insurance. An employee of the
District, who suffers an accident while actively employed, is required to report the injury to the Nurse or their
Supervisor within twenty-four {24) hours after the injury occurs. Should there be circumstances under which the
individual would be unable to render such a report, it must be verified by medical authority. The District Office will
then proceed in accordance with paragraph four under the heading of “Staff Health and Safety.”

The following will govern all Industrial Commission claims:
[ If the claim is approved, the doctor bill will be paid by the Workman's Compensation nsurance.

[ | If less than seven {7) days are lost because of injury, the employee wili be charged one day of Sick Leave
for each working day absent, '

[ If the employee should be absent more than seven (7) working days, he/she will receive Workman's
Compensation pay for each working day absent at a rate equal to approximately two-thirds of his/her

25



monthly pay. The employee shall receive compensation from the School District equal to the difference

between compensation and regular salary. During this time, the employee will be charged one-third day
Sick Leave for each working day absent.

| In no event will an injured employee receive a combined salary from Workman's Compensation and District
salary in excess of histher regular salary.

| When accumulated Sick Leave has been exhausted, the employee will be removed from Payroll and will
receive histher industrial compensation.

* STUDENT DISMISSAL PRECAUTIONS

No student will be removed from the school grounds, from any school building, or from any school function during
school hours except by a person authorized to do so by the student's parent or by a person who has legal custody
of the child. Before a student is removed, the person seeking to remove the student must present, to the
satisfaction of the Chief Educational Officer or designee, evidence of his proper authority to remove the student.

If any police or court official requests the dismissal of a student during school hours, parents shouid be notified as
soon as possible. This request has its authority in and must follow “Taking into Temporary Custody, Interference;
Penalty,” as per A. R. S. §8-223(A) (B) and A. R. S. §13-402.

Student records will be marked with a red dot sticker when there is a court order restricting contact with the student

by some person(s). The red dot sticker will be placed on the permanent record on the tab by the student's name
and on the roll-a-dex card. :

STUDENT PROGRESS REPORTS TO PARENTS

The Board believes it is essential that parents be regularly and fully informed of their children’s progress in school.
Each school will report a student's progress to the student and fo the parent or guardian.

The following requirements are established:

Parents will be informed regularly, and at least four times a year, as to the progress their children are
making in school.

Parents will be alerted and conferred with as soon as possible when a child's performance or affitude
becomes unsatisfactory or shows marked or sudden deterioration.

Insofar as possible, distinctions will be made between a student's afiitude and his academic performance.

_ At comparable levels, the school system will strive for consistency in grading and reporting except as this is
inappropriate for certain classes or certain students.

School staff members will take care to explain the meaning of marks and symbols to parents.
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STUDENT RECORDS/STAFF RESPONSIBILITIES

:Required Student Records (Regular and Special Education) must be prepared in a manner consistent with law and

the requirements of the Uniform System of Financial Records {U.S.F.R.). Retention periods and disposition of
records shall be as specified in the U.S.F.R.

Board policies and guidelines must be consulted in order to comply with the provisioné of the Family Educational
Rights and Privacy Act (FERPA) and the Individuals with Disabilities Education Act (IDEA) in the establishment,
maintenance, correction, and disposition of Student Records.

Statement of Rights ~ Parents and eligible students {e.g. age 18) have the following rights under the Family
Educational Rights and Privacy Act and this procedure: '

" The right to |nspect and review the Student’s Educatlon Record
.The right to exercise a limited contro[ over other people’s access fo the Studént’s Education Record.
The right to seek to correct the Student's Education Record, in'a hearing if necessary.
The right fo report violations' of the FERPA to the'U. S; Department of Education.

The right to be informed about FERPA rights.

Procedure to Inspect Education Records -- Parents of a student, the designated representative of the parents,
and an eligible student may inspect and review the Student's Education Records that are collected, maintained or
used by the District. In some circumstances, it may be mutually more convenient for the Record Custodian to
provide copies of records.

Directory Information - The District designates the following personally idenfifiable information contained in a

Student's Education Record as “Directory Information” and will disclose that information without prior written
consent.

The student's name.

The names of the student's parents.

The studenf’s address.

The student’s date of birth.

The student’s class designation (i.e. 1% Grade.)

The student’s extracurricular participation.

The student's Achievement Awards or honars.

The student’s weight and height, if a member of an athletic team.
The student's photograph.

The school or District the student attended before enrollment in the District. Within the first three (3) weeks
of each school year, the District will publish in a District communication or send home with each student,
the above list or a revised list, of the items of Directory Information it proposes to designate as Directory
Information.
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After the parents or eligible students have been notified, they will have two (2) weeks to advise the District in writing
(a letter to the Chief Educational Officer’s Office) of any or all of the items they refuse to permit the District to
designate as Directory Information about the student.

At the end of the two (2) week period, if the parents or eligible students have not returned the form indicating refusal
to allow the use of Directory Information, the District will assume it has their permission to use the above mentioned
information.

This designation will remain in effect until it is modified by the written direction of the student's parent or the eligible

student. The Student's Records will be appropriately marked by the Records Custodian to ensure compliance with
the parent's or eligible student's request.

All requests for records should be referred to the School Principal or appropriate party for proper disposition.
The District will not release information contained in a Student's Education Records, other than Directory

Information, to any third parties except its own officials, unless such parties agree that the information will not be re-
disclosed without the prior written consent of the parent or eligible student.

| - STUDENT SAFETY

Teachers will be responsible for their classes at all times. At no time will a teacher leave a classroom

unsupervised. In the case of an emergency, the teacher will seek help from the Principal. Teachers will not send
students on errands from the school premises during school hours. Teachers have the authority to prohibit the use
of and/or fo confiscate any article that is a hazard to a child or that may damage school property. Confiscated
articles will be turned into the School Office and may be picked up only by parens.

Every student, teacher, and visitor shall wear appropriate protective eyewear while participating in or when

observing vocational, technical, industrial arts, art, or [aboratory science activities involving exposure fo items as
fisted in A.R. 8. §15-151.

STUDENTS WITH CHRONIC HEALTH CONDITIONS '_

Students identified by a Licensed Physician or Pediatrician as having a chronic health condition that will affect
regular school attendance shall have homework made available in 2 timely manner fo ensure that such students

have the opportunity fo successfully keep up with assignments and avold losing credit because of their absences
from school.

The assigned teacher(s) shall have the responsibility to provide, in a timely manner, homework for students
designated as having chronic health conditions. Further, students with chronic health conditions shall be provided
flexibility in Physical Education activity requirements so that they may participate in the regular Physical Education
Program to the extent that their health permits. Staff members responsible for Physical Education aciivities
programs shall develop and implement such guidelines.
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* SUBSTITUTE TEACHER INFORMATION

Teachers should submit the Substitute Evaluation Form to the Principal and also become familiar with the

Substitute Handbook. Each teacher should keep available in his/her desk at all times the following items for the
Substitute Teacher:

Suggestions fo the Substitute Teacher

Class Roll

Seating Chart

Schedule of Classes

Special Duty Assignments

Chart for Fire or Emergency Drills

Procedure for Handling Money

Copies of Needed Forms

Cafeteria Procedures and Schedules

Names of Student Helpers

Names of Students Needing Specnat Attention Such As Lea\nng Class to Go to Library, Speciat Education, Music,
. Other Classes

Daily Attendance procedures

Daily Lunch Procedures

Lesson Plans

Names and Schedule of Instructional Aide or Regular Volunteer.

OOooO0 doOoaoooloon

 SUPERVISION OF STUDENTS

When students aré in school, engaging in school-sponscred acfivities or traveling to and from school on school

buses, they are responsible to the school and the school is responsible to them. School personnel assigned to
supervise a student serve as local parents,

Supervision shall include being within the physical presence and, whenever possible, within a line of vision of the
students so that a staff member will have a reasonable opportunity to control the behavior of and assist the
students, if necessary. Staff members shall exercise supervision as appropriate while on campus and at any other
time when performing teaching or related duties on behalf of the school.

If it should be necessary in an emergency situation for a teacher fo leave the physical presence of his/her students,
then the teacher shall make a reasonable effort to obtain a responsible adult to supervise the students during the
teacher’s absence. [n no case shall the teacher leave students unsupervised,

TELEPHONES

Teachers shall not utilize classroom telephones for personal calls during instruction time. Teachers are not to

allow students to use classroom telephones for any reason during school hours. if a student is in need of a
telephone during school hours for legitimate reasons, they are to be sent fo the School Office o use a telephone.
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- TESTING PROGRAM

The District Testing Program includes the following:

b State mandated testing during the Spring term for grades specified by the Arizona State Legislature, State
Board of Education, and the Arizona Department of Education.

3 District curriculum based assessments administered in the Fall (pre-test) and Spring (post-test) for grades
Kindergarten through Third Grade.

Test Administration -- Employees designated by the Chief Educational Officer to administer the test adopted by
the Arizona State Board of Education shall:

W  Keep all test materials in locked storage.

B Notreproduce any fest materials in any manner.

B Notdisclose any actual test items to pupils prior to testing.
B Not provide answers of any test items to any pupils.

®  Administer only practice tests that are provided by the test publishers. Previous editions of the test
series being used in the Statewide Testing Program may not be used as practice tests.

W Strictly observe all timed sub-tests. The test publisher's suggested time limits for non-timed sub-
tests shall be followed as closely as possible in order to maintain uniformity in test administration.

W Follow directions for administering the test explicitly. No test item may be repeated unless otherwise
indicated in the directions.

® Do notchange a pupil's answer.

B Retum all fest materials to the Chief Educational Officer or designee immediately upon completion of
testing.

Failure fo comply with these requirements or others as required by Arizona Revised Statutes or by other rules or
regulations shall be considered cause for discipline, including but not limited to, suspension or termination. Al
violations of this policy shall be reported to the State Superintendent of Public Instruction.

" TEXTBOOKS & LIBRARY BOOKS

A record of all textbooks issued to children should be kept. All such books should be numbered. Pupils shouid
write Home Roem Number on the labe) inside the front cover of each textbook issued to them. No textbock should

be added or deleted from a classroom inventory without authorization from the School Office. Missing or damaged
hooks should be reported to the Principal.
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Books damaged or lost are to be paid for according to price lists located in the School Office or in the library. Fees
may be prorated based on the age and prior condition of the lost book.

" TUTORING FOR PAY

School buildings are not to be used for non-District paid futoring or paid classes unless a Use of Facilities Form
has been executed by the School District. Staff members are prohibited fo tutor for pay any students who
attend or are registered in one of their own classes. The only exception is a school sponsored tutoring
program that provides compensation

Any exceptlon to the above must have the Ch|ef Educatlonal Offlcers approval

VISITORS

Parents should be encouraged to visit the school, and/or to have lunch with their children. However, all

visitors must receive a Visitor's Pass from the School Office. Persons loitering around the school should be
reported to the School Office.

~ WORK DAY .

A teacher's work hours will be established by their Building Prindipal, unless other arrangements have

been made with the Principai. When necessary, teachers will be expected to attend workshops or
meetings beyond these hours.

WORKPLACE (DRUG-FREE)

No employee shall unlawfully manufacture, distribute, dispense, pessess or use on or in the workplace,
aleohol or any narcotic drug, hallucinating drug, amphetamine, barbiturate, marijuana, or any other

controfled substance, as defined in Schedules | tirough V of Section 202 of the Controlled Substances Act

(21 U.S.C. 812) and as further defined by regulation at 21 C.F.R. 1300.11 through 1300.15.

Workplace includes any school building or any schoo! premises and any school-owned vethicle or any other
school-approved vehicle used to fransport staff members or students to and from school or school activities
or on schoot business, Off school property, the workplace includes any school-sponsored or school-
approved activity, event, or function where student or staff members are under the jurisdiction of the
Disfrict. In addition, the workplace shall include all property owned, leased, or used by the District for any
educational or District business purpose.

As a condition of employment, each employee shall notify his Supervisor of hisfher conviction under and
criminal drug statute for a violation occurring in the workplace, as defined above, no later than five (5) days
after such conviction. :

As a condition of employment, each employee shall abide by the terms of the District policy respecting a
drug-free workplace.
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ANY EMPLOYEE WHO VIOLATES THIS POLICY IN ANY MANNER IS SUBJECT TO
DISCIPLINE WHICH MAY INCLUDE, BUT IS NOT LIMITED TO, DISMISSAL -- DISTRICT
POLICY (GBCB(2).)

Employee Drug Use — The non-medical possession or use or abuse of drugs and/or use of alcohol is
forbidden on school property or at school-sponsored activities away from school property. Employees
determined to be in possession of, using, or abusing drugs or using alcohal shall be reported immediately
to the Principal or other person in charge. The Chief Educational Officer shall be notified immediately.
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EVALUATION OF PROFESSIONAL
STAFF MEMBERS |
The protess of evaluation for professional staff members shell lead to

© improvement of the quality of instruction and the streng&lemng of the
abilities of the professional ataff.

Certain elements in an effegtive evaluation process shall be emphasized:

. Evalua.txon ghell be a coopara.twe endeavor between evaluator and
eveluatee,

. » Open commu'nication shall be considered eesential.

-« The agresd-upon purpose of evaluation shall be to work toward common
goals for the improvement of education. Thig shall include attention to

student and staff success, which shall include =11 certlﬁcated staff
members.

+ Evalustion shsall be contmuous, ﬂemble, and sensitive to need. for
revision.

» The. result of evaluation(s) shall be courses of action for the
" improvement of instruction. These courses of action shall be set in

motion hy sgpecific recommendations mutually reviewed by the -
evaluator and the evaluatee,

+ HEvaluation shall be bonsid.ered. one aspect of effective magément,
rather than a discrete entity, ‘

+ Effective evaluation depends on gecurats information; therefore, input
from all appropriate sourges ghall be used,

» Evaltation(s) shall be based on, but not imited to:

= Job expectations within the District,
" Inatruments for assessment,

= Personal observation, °

E“Jﬁluaﬁon of Classroom Teachers
and Other Certificated Non-
administrative Staff Members

In accordance with stste law, the District shall involve its certificated
teachers in the development and periodic evaluation of the teacher

performance evaluation system. The following elements will be a part of the
evaluation gystem:
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* A copy of the evaluation system sha]l be g’lven to aach teacher in the
Digtrict,

* The Board shall receive from the Supeérintendent recommendations for
qualified evaluators prior to naming eveliators.

* The Board will designate qualified evaluators by name or position at a
' Board meetmgsaach year.

Inadequacy of Classroom Performance

! \ . . T
- A teacher's classroom performance is inadequate if the teacher receives a

rating of unsytisfactory in one (1) or more of the indicator statements set
forth in the Disi:x'ict'a teacher evaluation system. A teacher's classroom
performance is also inadequate if the teacher receives a rating of needs

. improvement in three (3) or more of the mﬁmatur statements set forth in the

District's teacher evaluation gysteém.

Evaluation of Admjnistrators
and Psychologists

The District shall establish a system for the svaluation of the performance of
principals, other school administrators, and psychologists, The Distriet will
geek advice from Disiriet administrators and psychologists in the
development of this performance evaluation system.

Adopted; date of manual adoption

LEGAL REF.: AR.S. 15-508
15-687
15-538
15-539 et segq.
15-544
15-549
15-918.02
AA C. R7-2-605°

1L/BH0E,
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' EVALUATION OF PROFESSIONAL
- STAFF MEMBERS

Purpose

A formal process of evaluating all certificated personnel will be implemented.
The purpose of évaluation shall be the improvement of the gquality of
instruction. Such & process, to achieve the grester measure of success, shall
be predicated on the assumption that the evaluation will be a cooperative -

procedure, with the evaluator and the evaluatee having full knowledge of the
criteria, process, and results,

The following statements give more specific purpeses for evaluation:

» BEvalyations determine how well the objectives held by the school are
being carried out. The success of the educational program is dependent

upon the quality of clasgroom msh‘uctmn, supervision, , and
administration, .

¢ Evaluastions provide the basis for metivation and for self-improvement,

permitting personnel to be aware of their strengths and weaknesses in
order to iImprove. :

* Evaluations provide a basis for planning in-gervice h-aim‘ﬁg and
supervistry activities. Such astivities can be most effective when they
are based upon clear evidence of néed as shown by evaluation studies.

+ BEvaluations pravide the basis for administrative decisions: Such
decisions may include the employment .of personnel, their assignment,
the granting of continuing status, promotion, demotion, or termination,

» Hvaluations aid in determining the adequacy or inadequacy of
classroom performance.

Definitions
When used in this regulation:

 Instructional day will mean a day in which pupils sre scheduled to
attend school for instructional time.

13/3/06
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T@.;acher Evaluation

Teacher evaluation shall incluide all clageroom teachers and other certificated

nonadministrative staff members, Such evaluation shall be based on Policy
GCO and the procedures outlined in the f‘ollowmg

Evaluators. Qualified evaltuators shall be designated by the Board. The
evaluator shall be responsible for the final written and official statement of
evaluation, which shall be in writing, and 2 copy shall be transmitted to the
certzﬁcated teacher within five (5) days after completion of the evaluation.

' [A.R.8. 15-537]

The administration is responsible for en in-service training program for
evaluators. This program shall incerporate a philosophy, procedure, and
techniques that ensure effective implementation of the evaluation plan.

Classroom vigitations by evaluator. Formal observations shall be spaced
and of suffident duration (mininmm of thirty /30] uminterrupted minutes) so
as to ensure that the evaluators have an opportunity to grasp an overall
coneept of a person's performance over & full schedule.

Formal observations may sometimes be prearranged through initiation by
either the dbserver or the teacher, Formal obwervations shall be defined as
those that are writtenh and provide an oppertunity for a follow-up conference.

Informal observations may be made at the diseietion of the administrator,
Procedural steps in the process of evalyation:

« At the beginning of the school yaar, the principal shall meet with the
school's faculty for the purpose of orienting the teachers to the total
evaluation plan. This shall incdlude whether the evaluation is used as a
criterion for establishing a tescher's compensation.

. Se'!f—evaluainon for the teacher shall be urged.
. An observation(s) in the classroom aha]l be comple’ced

» An opportunity for a conference shall follow each formal observation-
visitation.

* A written record shall be made of each formal chservation, with & copy
to the observed.

» The official evaluation shall be reduced o writing and signed by both
the teacher and the evaluator. The teacher's signature shall not mean
concurrence,. The teacher shall be allowed ten (10) days to write and
submit any comments, which shall be sitached to the evaluation, '

11/¢/08
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» A copy of the written evaluation shall be transmitted to the teacher
within five (5) days after completion of the evaluation, and a copy shall
be retained for the principal's file, A third copy shall be placed in the
teacher's persdnnel file and made available to authorized District
officers and employees.

« All evalnations shell remain confidential as is prcmded in AR S, 15-
537. .

Inadequate classroom performance. All teachers whose classroom
-performance is inadequate will be notified in accordance 'wﬁ:h the law and the

contents of Policy GCO.

Freguency 'of written evaluations, Evalustions shall bé made at least two

.(2) times per year for nopeontinuing feachers, and at least once per year for

continuing teachers, _ _
Evaluation schedule (also see Palicy GCJI):
* Noncontinuing teachers!

» During the week of orientation, evaluation ﬁr‘acedures shall be
reviewed at each school. Any teacher who'is hired after
- orientation week shall be individually oriented by the evaluator.

+ Prior to November 15, the first evaluation, ineluding observation,
written report, and conference shall be completed.

* Prior to Janmary 10, a secénd evaltation shall be completed.

* Not later than January 15, a noncontinuing teacher whose
classroom performance is inadequate shall be given a preliminary
notice of inadequacy of classroom performance. This notice will
provide the noticontinuing teacher at least hinety (90) days in
which to overcome the inadequacies. The notice shall specify the
nature of the inadequacy with such particularity as to furnish the
teacher an opportunity to correct the inadequacies and overcome
the grounds for the charge. If the notice is issued without prioy
Board eppreval, the Board shall be notified within ﬁve (5) days of
such issuance,

v Prior to April 15, a third evaluation shall be made if notice of
inadeguate classroom performance hag been given a8 a result of
the first and second evaluations.

136
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= By April 15, the Board shall authorize, as necessary, and send

notice to moncontinuing teachers who will not be reemployed. A

copy of any evaluation(s) pertinent to the charges not to reemploy
will be included in the written notice of intention not to reemploy.

x This written notice of nonreemployment by the Board, or by the
Superintendent if so authorized by the Board [AR.S. 15-536],
ghall be delivered personally or sent by registered or.certified
mail, bearing a postmark of not later than April 15, to the
teacher's place of regidence, as recorded in the District's records.

» Continuing teachers:

x Continuing i:eacher’s shall be evaluated atleast once each year, If
the evaluation is used as the basis of a preliminary notice of
inadequacy of classroom performance, the evaluation:

A May not be conducted within two (2) instructional days of
any school break of one (1) week or more.

——

. A Must be conducted in accord with District procedure.

4 Must be completed in time to be included in the notice of
inadequacy of clagsroom performencs, which may be issued -
by the Governing Board or its authorized representative or
delegated employee at least tem (10) instructional days
priox to the start of the statutory period of time the teacher
is to be given to correct the inadequacy and overcome the -
grounds for the charge. not less than eighty-five (86)
instructional days (per AR.8. 15-5639), In all cases in which
an employee of the Governing Board issues a motice of
inadequacy of classroom performance without prior
approval by the Board, the employee shall report such

_ issuance to the Governing Board within five (5) school days.

= Subject to the provisions of AR.S, 15-539, 15-540, 15-541, 15-544,
and 15-549, the Governing Board ghall, between March 15 and
May 16, offer to each comtinuing teacher under contract of
employment with the District for the curreut year a contract
renewsal for the next ensulng school year unless the Governing
Board, a member of the Board acting ¢i behalf of the Board, or
the Superintendent gives notice to the continuing teacher of the
Board's intent not to offer a contract end to dismiss the teacher as
provided in AR.8. 16-539,

UNION ELEMENTARY SCHOOL DISTRICT NO. 62  Pagedofé
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v ATl provisions of ARS. 15-538.01, AR.S. 15-589, and other
. appropriate Arizona Revised Statutes shzll be complied with in
the dismissal of continuing teachers. .

A I inadequacy of classroom performance is the reason for
possible dismiseal, the written preliminary notice of
inadequacy of classroomn performance shsll allow the
teacher not less than eighty-five (85) instructional days
within which to correct the inadequacy and overcome the
grounds for the charge,

Evaluation program. The specific format for the teacher evaluation gystem

will be, developed in ‘complianice with Policy GCO and this regulation under
the leadershlp of the Superintendent,

- Administrators and Psychologists

Continpous evaluation of all aspects of the total educational program,
ncluding student progress, personnel, currieulum, and facilities, will include
a formal process of evaluating all certificated administrators and
peychologists. The purpose of this evaluation ghall be the improvement of the
quality of the educational program in the District. The evaluation will be a
cooperative procedure, with the evaluator and the evaluatee having full
knowledge of the criteria, process, and results.

The following statements give more specific purposes for evaluation:

» Evsluations determine how well the objectives held by the school and
District ave heing carried out. The sticcess of the edncational program
is dependent upon many factors, which include the quality of classroom
instruction, student evaluation, supervision, and administration.

* Evaluations provide the basis for motivation and for self-improvement,
permitting administrative personnel to be aware of strengths snd
weaknesses in order to improve the operation of the District's programs,

The specific format for the evaluation system for certificated administrators

and peychologists will be developed wunder the leadership of the
Supeﬁntendg‘nt. '

UNJON ELEMENTARY SCHOOL DISTRICT NO. 62 . Pagebof6
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Contract Renewal

On or before May 15 the Board shall offer a contrect for the next school year
to each certificated admindstrator and psychelogist whose .contrget is in its
last year, unless on or before April 16 the Board, a member of the Board
acting on behalf of the Board, or the Superintendent gives notite to the
administrator or psycholegist of the Boaird's intention not to offer a new
contract, In the case where an override election ls being held on the third
Tuesday in May, the Board has up to five (8) days after the override election
to give notice of its intention not to offer g new contract; otherwise, the new

contract shall be offerad on or before June 15.

LEGAL REF..' AR.S. 15-503
15-536
15-537
15-538
15-539

15-540

15-541
15-544

15-549 -

UNION ELEMENTARY SCHOOL DISTRICT NO. 62
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EVALUATION OF PROFESSIONAL
STAFF MEMBERS

(Procedures for Appeal of Evaluation)

When an evaluation is used as the criterion for establishing a teacher's
compensation, the teacher will be so informed at the conference where the
evaluation iz discussed.

A teacher whose evaluation Is used as .a criterion for egtablishing
compensation and who dizagrees with the evaluation may make a written
appesal no later than ten (10) days after the conference where the dlsputed

evaluation is discussed.

The appeal to the Superintendent shall be limited to the sole issue of how the

* gvaluation procedure used is at veriance from the Board-adopted procedure,

LEGAL REF: ARS. 15537

11/afos
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Attachment 20

Union Elementary School District Support Staff Application form



UNION ELEMENTARY SCHOOL DISTRICT No. 17
3834 south 91% Ave. o Tolleson, Arizona 85353

(623) 478-5005 ¢ Fax (623) 478-5006

Please print in black or blue ink or use a typewriter. This application is part of the examination procedure. Incomplete
information may affect your eligibility for employment.

Date: Social Security Number:
Name: _
Last First _ Middle
Address:
Street VCity . State Zip

Phone: () ) : ) i

Home Office Message
How long at the above address?: (If less than one year, give previous address.)
Previous Address:

Street City . State Zip

If Arizona resident, how long have you lived in Arizona?:

FACILITIES: TRANSPORTATION: O Library Clerk
Crosswalk Attendant O Bus Driver 1 Migrant Clerk -
O Lead Custodian O Bus Attendant O Nurse’s Aide/Attendance Clerk
O Custodian : 81 Lead Mechanic O District Office Clerk
O Grounds Person O Mechanic’s Helper O School Office Clerk
O Lead Maintenance I Receptionist
O Maintenance , MSCEI.JI_‘ANEOUS: L O Paraprofessional (A.A. Degree or 60
= Maintenance/Grounds/Custodial . Adrm‘n%stranve Assistant Credit Hours required)
0 Substitute Custodian O Administrative Secretary O Security Guard
O Finance Specialist - OTHER:
1 Technology Support Assistant O

1. 2. : 3,

Will you accept employment: o Full-time o Part-time o Substitute O Temporary

» AN EQUAL OPPORTUNITY EMPLOYER <

Is there any reason you would not be able to perform the duties of the position for which you are applying? o NO oYES




If yes, please explain:

Do you have a valid Arizona Driver License? o NO o YES  If yes, what t'ype?

When will you be available?:

| Have you ever been asked to resign from a position? o NO o YES If yes, please explain:ﬁ

Have you ever been dismissed from a position? oNO o0 YES If yes, please explain:

We may contact your former or current employer(s). Please list the names of individuals you DO NOT want us to contact
and why:

Do you speak a language other than English fluently? o NO o YES If yes, which Ianguage(s)‘?:

2 AL ot 5

o Typing, Wpim O Visions 2 Plumbing o Painting

o Shorthand wpm o Fax Machine o Electrical o Mechanical

0 Multi-line Phone 0 Computer (types of software): o Carpentry O Refrigeration
o Caleulator (by touch o or sight 0) o Janitorial 0 Building Maint,
o0 Bookkeeping o Grounds Maintenance

0 Food Handlers Course o Other

Circle highest grade completed: 1 2 3 45 6 8 10 ‘ 12

i

College: 1 2 3 4
Name/Location Dates Attended Yr. Graduated Credit Hours/Degree Major Area of Study

High School

College,
University or
Technical
School

Describe additional training not listed above (i.e., trade schools, business schools, etc.)

g

OCCUPATION PHONE # ' | YEARS




Company Address:

Company Phone Number:

Kind of Business:

Supervisor’s Name/Title:

If you supervised employees, please indicate the number and type
(e.g. Clerical, Technical, etc.)

Your Title From: To:
Month/Year Month/Year
Salary: 3 Check One: Reason for Leaving:
o Full-time 0 Part-time
Company Name: Duties:
Company Address:
Company Phone Number:
Kind of Business: If you supervised employees, please indicate the nurmber and type
{e.g. Clerical, Technical, etc.)
Supervisor’s Name/Title:
Your Title From: To:
Month/Year Month/Year
Salary: § Check One: Reason for Leaving:
o Full-time O Part-time
Company Name: Duties:
Company Address:
Company Phone Number:
Kind of Business: If you supervised employees, please indicate the number and type
: (e.g. Clerical, Technical, etc.)
Supervisor’s Name/Title:
Your Title Fronx: To:
: Month/Year Meonth/Year
Salary: § Check One: Reason for Leaving:
o Full-time O Part-time
Company Name: Duties:
Company Address:
Company Phone Number:
Kind of Business: If you supervised employees, please indicate the number and type
: (e.g. Clerical, Technical, etc.)
Supervisor’s Name/Title:
Your Title From: To:
Month/Year Month/Year
Salary: $ Check One: Reason for Leaving:
o Full-tirme o1 Part-time

“YES” answers to the following five (5) questions will not necessarily result in denial of employment. The District will
consider all the circumnstances, including the date and nature of events which have led to the actions described below. Your written



explanation will assist the District in determining your eligibility and suitability for employment. Attach addition_al sheets if
necessary. ‘

1. Have you ever been arrested for, admitted committing, or are you awaiting trial for any crime (excluding only minor
traffic violations not involving any allegation of drug or alcohol impairment)? You must answer “YES” even if the
matter was later dismissed, deferred, vacated or expunged. If you answer “YES”, you must provide dates of the
proceedings, the court where the proceedings occurred, a statement of the accusation against yon, and the final
disposition of the case(s).

0OYES oNO If yes, please explain:

2. Have you ever been dismissed (fired) from any job, or resigned at the request of your employer, or while charges against
you or an investigation of your behavior was pending? You must answer “YES” even if the matter was later resolved
with any form of settlement or severance agreement, regardless of its terms. If you answer “YES”, you must provide the
date of termination of employment, the name, address and telephone number of the employer(s) and a statement of the
alleged reasons for termination. OYES oNO Ifyes, please explain:

3. Have you ever had any license or certificate of any kind (teaching certificate or otherwise) revoked or suspended, or have
you in any way been sanctioned by, or is any charge or complaint now pending against you before any licensing, ,
certification or other regulatory agency or body, public or private? If you answer “YES”, you must provide the dates of
proceedings, name, address and telephone number of the agency or body where proceedings took place, a statement of
the accusations against you and the final disposition. OYES oNO Ifyes, please explain:

4, Are you now being investigated for any alleged misconduct or other alleged grounds for discipline by any licensing,
certification or other regulatory body (teacher certification or otherwise) or by your current or any previous employer? If
you answer “YES”, you must provide the name, address and telephone number of the employer or licensing body and a
statement of the accusations against you. oYES aoNO Ifyes, please explain:

5. Have you ever been arrested for a dangerous crime against children as defined in AR.S. §13-604.01? 0o YES oNO
If “YES”, you must provide details below, including date of conviction, court where convicted, sentence imposed and
present status of conviction.

READ THIS PARAGRAPH BEF ORE SIGNING THIS APPLICATION

Every answer ] have provided on this application is both complete and truthful. Iunderstand and
agree that: (1) if any information is omitted from or not filled in on this application, or if any false information
is furnished, the District will reject my application; (2) if any false information is furnished, I will be ineligible
for any future consideration for employment and may be subject to criminal prosecution; and (3)ifI am
employed by the District, I may be dismissed from employment, criminally prosecuted, and if certified, my
Certificate may be revoked, if it is later determined that I have furnished false information on this application,

Signature of Applicant Date

Union Elementary School District No. 62




ETHNIC BACKGROUND FORM

The Union Elementary School District No. 62 is an Equal Opportunity/Affirmative Action Employer (EEOC).
and attempts to be completely unbiased and fair in its employment practices. For this reason, we have
eliminated any mention of race, national origin, or sex on the application forms. However, our Affirmative
Action Plan requires that we keep a separate record to insure that female and/or ethnic minority applicants
receive full consideration for all position openings. From this standpoint, it would be helpful to us if you
indicate below your race, sex, etc.

THIS INFORMATION WILL BE KEPT CONFIDENTIAL AND WILL NOT BE FILED WITH OR MADE
A PART OF YOUR APPLICATION.

SPECIFY POSITION APPLIED FOR:

(i.e. Teacher, Clerk, Custodian, etc.)

RACE SEX
() American Indian . () Male
() Asian () Female
() Black

() Caucasian

() Hispanic (Includes persons of Mexican, Puerto Rico,
Latin American or other Hispanic Origins.)

() Other

PLEASE PRINT YOUR NAME:

(Last) (First) (M. 1)
SIGNATURE: DATE:




COMBINED DISCLOSURE NOTICE AND AUTHORIZATION
REGARDING INVESTIGATIVE CONSUMER REPORTS -

I understand that as a condition of my consideration for employment, or as
a condition of my continued employment, Union Elementary School (“the
company”) may obtain a consumer report and/or investigative consumer
report that includes, but is not limited to: employment and education
verifications; social security number verification; criminal and civil court
records; personal interviews; driving records; andfor any other public
records or any other information bearing on my character, general
reputation, personal characteristics and trustworthiness.

| hereby authorize and consent the company and/or its designated agent,
Universal Background Screening, to procure such a report. | understand
that pursuant to the Federal Fair Credit Reporting Act, Union Elementary
School will provide me with a copy of any such report if the information
contained in such report is, in any way, to be used in making an adverse
decision regarding my fitness for employment. | further understand that
such report will be made available to me prior to any such adverse
decision being made, along with the name and address of the reporting
agency that produced the report.

NOTICE TO RESIDENTS OF CALIFORNIA, MINNESOTA AND OKLAHOMA ONLY:
If you would like to receive a copy of your background information obtained by Universal
Background Screening, please indicate by checking the following box;

O Yes, please send me a copy of my report.

Signature Date

Printed Name Sobial Security Number
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Union Elementary School District #62

3834 S. 91st Ave * Tolleson, AZ 85353 * (623} 478-5005 * FAX (623) 4758-5006

2007-2008

SUPPORT STAFF
HANDBOOK

(CLASSIFIED & EXEMPT)







Please sign and send to the Office of Human Resources
By September 28, 2007

ACKNOWLEDGMENT OF RECEIPT

I have received and read the Union Elementary
School District #62 2007-2008 Support Staff (Clasmﬁed)
Handbook.

I agree to comply with the policies set forth in the
Handbook as a condition of my continued employment
with the District.

- T UNDERSTAND AND AGREE THAT THE 2007-
2008 SUPPORT (CLASSIFIED) HANDBOOK AND ANY
OTHER SCHOOL DOCUMENT IS NOT 4 CONTRACT
OF EMPLOYMENT.

Employee




September 2007

Dear Faculty and Staff:

Welcome back to an exciting néw school year. This year marks anbther year of our ongoing
effort to improve upon the outstanding education provided by the Union Elementary School District.
Working together as a team I know we can meet the challenges “head on” and continue to strive for
success for our students. : '

This handbook will help to familiarize you with basic information about the District and
services that are available to you. Please understand that this handbook is intended to provide you
with some guidance about your employment at Union Elementary School District, it is also
important to understand what this handbook is not intended to do. THIS HANDBOOK IS NOT A
CONTRACT OF EMPLOYMENT.

Please sign and return the Acknowledgment of Receipt to the Office of Human Resources
after reviewing this handbook.

Sincerely,

Dr. Diane S. Hamilton
Chief Education Officer



Union Elementary School District #62
MISSION STATEMENT

The mission of the Union Elementary
School District is to provide a stimulating
environment which fosters a love of learning,
promotes independent learners, produces
responsible citizens and interacts with the
community to develop each child’s potential
and self-esteem.



THE GOVERNING BOARD

Mpr. Delson Sunn, Member
Mr. Luis Sanchez, Member

ADMINISTRATION
Dr Didne Ham ilton Chief Educ'az_‘.ional Oﬁicer
Mpr. Adrian Hernandez ~— Capital Operations Director
Ms. Kendell Paty Food Services Director
Mr. Juan Ceja Human Resources Director

Mpr. Peter §. Davis Receiver



Union Elementary School District #62

2007-2008 Calendar

180 School Days Total |

JULY AUGUST SEPTEMBER OCTOBER
0 School Days 15 School Days 19 School Days 18 School Days
SIMIT\W|T|F|S SIM{T|W|T|F S|IM|T|W|T)|F|S
1 ({23456 7 11213
g8 |9 [10[11 12|13 [14 5161789 101 2 215161718
15|16 |17 18]19|20|21 12 (13| 1415|1617 |18 9 11121131415
22|23 (24251262728 1912021 :22)23 24|25 16 181192021 |22
29| 30 131 26 |27128 |29 30|31 23 (24 |25]26 (27128729 28293031
30
NOVEMBER DECEMBER JANUARY FEBRUARY
19 School Days 13 School Days 18 School Days 19 School Days
SIMITIWITI|F|S SIM|T|W|T|F|S SIM|T|WIT{|FIS
I i i
41516178910 3145|6178 31415 718
11 13|14 1516 17 10|11 (12|13 | 14115 12|13 [ 141516
1811920121 59 ':24 16| 17118 | 19 26 22 1912021122123
25|26 (272829130 23 2 29 26 |27 [ 28|29
30 ¢
MARCH APRIL MAY JUNE
16 School Days 22 School Days 21 School Days 0 School Days
SIM{T|W|T|F|S SIMIT|W|T|F}|S SIM[T|W, T|F .S SIM|T|W|T
12731 4 1:2]3 21314135)6
2 (314156718 61718 '9lio|l11]12 41516178910 g9 |10)11 1211314
13114]151161171 1819 111121314 | 15|16 |17 1571617118 (192021
20121 122 |23 |24 [25 1 26 18[19]20[21)22[23 124 22 (23124 [25]26]27128
2712812930 28129 31 29|30
August January
6 Staff Returns (Opening Mtg.) 1-4 Winter Recess
13 School Begins 21 Martin Luther King Day (No School)
September February
3 Labor Day (No School} 6 Staff In-service Day (No School - Students)
7 Progress Reports 8 Progress Reports
Ociober 18 Presidents’ Day (No School}
3 End of 1* Grading Period March
4-5 Report Cards 19 End of 3" Grading Period
V; Days for P/T Conferences 20-21 Report Cards
8-12  Fall Recess Y Days for P/T Conferences
November 24-28  Spring Break
12 Veterans’ Day (No School) April
16 Progress Reports 7-18  AIMS Testing Window
22-23  Thanksgiving Recess 25 Progress Reports
December May
19 End of 2™ Grading Period 26 Mermorial Day
Report Cards 30 % Day - Last Day School (Students and Teachers)
20-31 Winter Recess Final Report Cards
V: Day School = GGrade Reports




Union Elementary School District #62
Fiscal Year 2007-2008 Pay Calendar

.

Pay Periods Start Date End Date Pay Date
1.00 | 07/01/2007 07/04/2007 07/13/2007
2.00 | 07/05/2007 07/18/2007 07/27/2007
3.00 | 07/19/2007 08/01/2007 08/10/2007 | *1st Teacher Pay
4.00 | 08/02/2007 08/15/2007 08/24/2007
5.00 | 08/16/2007 08/29/2007 09/07/2007
6.00 | 08/30/2007 09/12/2007 09/21/2007
7.00 | 09/13/2007 09/26/2007 10/05/2007
8.00 | 09/27/2007 10/10/2007 10/19/2007
9.00 | 10/11/2007 10/24/2007 11/02/2007

10.00 | 10/25/2007 11/07/2007 11/16/2007
11.00 | 11/08/2007 11/21/2007 11/30/2007
12.00 | 11/22/2007 12/05/2007 12/14/2007
13.00 | 12/06/2007 12/19/2007 12/28/2007
14.00 | 12/20/2007 01/02/2008 01/11/2008
15.00 | 01/03/2008 01/16/2008 01/25/2008
16.00 | 01/17/2008 01/30/2008 02/08/2008
17.00 | 01/31/2008 02/13/2008 02/22/2008
18.00 | 02/14/2008 02/27/2008 03/07/2008
19.00 | 02/28/2008 03/12/2008 03/21/2008
20.00 | 03/13/2008 03/26/2008 04/04/2008
21.00 | 03/27/2008 04/09/2008 04/18/2008
22.00 | 04/10/2008 04/23/2008 05/02/2008
23.00 | 04/24/2008 05/07/2008 05/16/2008
24.00 | 05/08/2008 05/21/2008 (5/30/2008
24.50 | 05/08/2008 06/02/2008 06/02/2008 | *Last Teacher Pay
25.00 | 05/22/2008 06/04/2008 06/13/2008
26.00 | 06/05/2008 06/18/2008 06/27/2008
27.00 | 06/19/2008 06/30/2008 06/30/2008
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The use or possession of intoxicants or illegal drugs on school property or at

school events is prohibited. Any person in violation of the provisions of the above paragraph shall be

subject to removal from school property and shall be subject to prosecution in accordance with the provisions
of the law.

Staff members of the District who are in violation of the provisions of this policy shall be subject to disciplinary
actions in accordance with the provisions of school regulations. When it is evident that a staff member has
consumed alcoholic beverages or used illegal drugs off school property andfor before a school acfivity, helshe
will not be allowed to be on the school grounds or participate in school activities. Staff that violates this
policy will be given the same penalties as for possession and/or consumption on school property.

The Chief Fducational Officer may make changes in the assignment of employees in accordance with the
needs, requirements and best interests of the District. An employee who desires to transfer to another position
within the District shall submit a Personnel Action Request form in writing to Human Resources after obtaining
the supervisor's signature. When vacancies occur, individuals who have requested transfers shall be

considered for the positions. However, an employee will be transferred only when itis in the bestinferest of the
District and the employee is qualified for the position.

All support staff will be subject to periodic background checks after employment as deemed necessary by
administration,

Procedures for disciplining a Support Staff member are given priority with the goal of correcting inappropriate
behavior. When appropriate, the following procedures may be impiemented under the concept of progressive
discipling in which the penalty may be increased as the frequency or severity of the infraction increases. An
employee who fails to respond to such attempts to correct inappropriate behavior may be dismissed.
When an infraction is serious, the Support Staff member may be suspended or dismissed as a first step.

Discipline

Minor Disciplinary Action

A support staff member may be disciplined for any conduc’{ that, in the judgment of the District, i
inappropriate. Minor disciplinary action includes, without limitation thereio, verbal or written repnmands,
suspension with pay, or suspension without pay for a period of five (5) days or less. Minor disciplinary action
shall be imposed by the support staff member's supervisor. A support staff member who wishes to objectto a
minor disciplinary action shall submit a written complaint to the supervisor's superior within five (5) work days of
receiving notice of the discipiinary action. The supervisor's superior will review the complaint and may confer
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with the support staff member, the supetvisor, and such other persons as the supervisor's superior deems
- necessary. The decision of the supervisor's superior wilt be final. '

Suspension without Pay for More than Five Days

At-will employees The employment of an at-will employee may be suspended without pay for a period of more
than five (5) days by action of the Chief Educational Officer for any conduct by ithe employee that, in the
judgment of the Chief Educational Officer, is inappropriate. Before suspending an at-will employee, the Chief
Educational Officer will inform the employee of intent to suspend the employee and will give the employee an
informal opportunity to explain why, in the employee's opinion, the suspension should not be imposed. The
Chief Educational Officer's decision wilf be final. '

Term employees The employment of a term employee may be suspended without pay for a period of more
than five (5) days by action of the Chief Educational Officer for any conduct that, in the judgrient of the Chief
Educational Officer, is inappropriate. If the Chief Educational Officer intends to suspend a term employee
without pay for more than five (5) days, the notice and hearing procedures prescribed for the dismissal of term
employees shall be followed, except that the hearing officer shall bedesignated by the Chief: Educational
Officer and the findings of the hearing officer shall be a final decision. At the Chief Educational Officer's option,
the Chief Educational Officer may request that the Governing Board act as the hearing officer. If the hearing
officer or the Governing Board finds that there is not cause to suspend the employee without pay for more than
five (5) days, the Chief Educational Officer may, afterrewewmg thefmdmgs impose minor disciplinary action.

At-will employees The employment of an at-will employee may be terminated. by act|on of the Governlng
Board for any reason, or for no reason, with or without advance notice, as the Governing Board desires. [fthe
Chief Educational Officer recommends that the Governing Board ferminate an at-will employee, the
recommendation shall be submitted to the Governing Board in writing and a copy of the recommendation shall
be delivered to the employee. The at-will employee may submit to the Goveming Board prior to the Board
meeting a written response to the recommendation. If the at-will employee chooses to attend the Board
meeting when the recommendation is considered, the Governing Board may, in its discretion, permit the
employee to address the Governing Board concerning only the recommendation.

Term employees The employment of a ferm employee may be terminated for cause by.action of the
- Governing Board at any time prior to the expiration of the term of employment. For the purposes of this
provision, cause means any conduct that, in the judgment of the District, is detrimental to the interests of the
District or its personnel or students and shall include, without fimitation thereto, the following:

-Absence without leave -Abuse of leave

-Alcoho! or drug impairment -Child abuse or molestation

-Discourteous treatment of the public -Dishonesty

~Excessive absenteeism -Fraud in securing employment

-Improper attitude -Incompetence or inefficiency

-Insubordination -Neglect of duty

-Unauthorized use of school public property -Violation of a directive of a supervisor

-Unlawful conduct -Use of illegal drugs

-Violation of a District policy or regulation -Unauthorized possession of a weapon on school grounds

if the Chief Educational Officer recommends termination of a term employee, a copy of the reoommendation
shall be delivered to the employee. The employee may request a hearing within five (5) work days after receipt
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of the recommendation. If a hearing is requested, the Chief Educational Officer shall defiver a written notice of
the time and place of the hearing and a written statement that gives the reasons for the recommendation, a list
of persons whom the Chief Educational Officer expects to testify in support of the recommendation (together
with a brief summary of what each person is expected to say), and a general description of any other evidence
that the Chief Educational Officer at the time believes may be presented at the hearing in support of the
recommendation. The hearing shall be conducted by the Goveming Board or by a person designated by the
Governing Board within not less than five (5) work days and not more than thirty (30) calendar days after a
request for hearing is submitted by the employee. The date of the hearing may be postponed by stiputation of
the employee and the District, or by and in the sole discretion of the Governing Board or the hearing officer, or
at the request of the aggrieved employee or the District for such reason or reasons as the Governing Board or
hearing officer may deem appropriate.

The employee may be represented at the hearing by counsel, at the employee's expense. The employee shall
have the opportunity to present witnesses and to cross-examine any witnesses presented by the District.
Formal rules of evidence shall not apply. A record of the hearing shall be made by use of amechanical device.

If a hearing officer is used, the hearing officer shall prepare a written statement of findings as to whether there
is cause for termination of the employee and submit it to the Governing Board within ten (10) work days after
the conclusion of the hearing. The Governing Board shall review the written statement and, if desired, the
record, and the Govemning Board's decision whether to accept the findings and whether to terminate
employment or to impose other discipline shall be a final decision. If the Governing Board conducts the
hearing, it shall render a decision within ten (10) days after the conclusion of the hearing.

General Matters

Failure to object to a disciplinary action or take other action within the fime limitations set forth in this policy
shall mean that the employee does not wish to pursue the matter further. Complaints filed after the expiration
of the applicable time limitation will not be considered.

The filing or pendency of a complaint or other form of grievance pursuant to this policy shall in no way limit or
delay action taken by the supervisor or the Chief Educational Officer authorized by this policy to take such
action. A complaint relating to minor disciplinary action, suspension without pay for more than five (5) days, or
~ dismissal shall not be processed as a grievance. None of the procedures of this policy shall alter the status of
an at-will employee. This policy does not apply to:
« Any administrative recommendation or Governing Board action, discussion, or consideration involving
the non-renewal of a term employee.

¢ Ratings, comments, and recommendations made in the course of an evaluation of a support staff
member. The decision of the Chief Educational Officer to place a support staff member on
administrative leave. Counseling of or directives to a support staff member regarding future conduct.

As indicated in the Staff Conduct Policy, all staff members will dress professionally and maintain a genera
appearance so as to reflect their position and not be detrimental to the educaticnal program of the school. In
order to be a good role model for students, staff members should follow the same rules and regulations as the
students as far as items that are not acceptable to be wom to school. For example: shorts/skarts are not
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considered acceptable attire for employees unless they are being worn in conjunction with a special activity or
field trip. Skorts are not acceptable for maintenance, custodial and cafeteria staff due to safety concems. Any
staff member who is issued a uniform is required to wear the uniform as assigned.

T Y TP

No employee shal] unlawfully manufacture, distribute, dispense, possess, or use on or in the workplace,
alcohol or any narcotic drug, hallucinating drug, amphetamine, barbiturate, marijuana, or any other controlled
substance, as defined in Schedules [ through V of Section 202 of the Controlled Substances Act (21 U.S.C.
812) and as further defined by regulation at 21 C.F.R. 1300.11 through 1300.15.

Workplace includes any school building or any school premises and any school-owned vehicle or any other
school-approved vehicle used to fransport staff members or students to and from school or school activities or
on school business. Off school property, the workplace includes any school-sponsored or school-approved
activity, event, or function where student or staff members are under the jurisdiction of the District. in addition,
the workplace shall include all property owned, leased, or used by the District for any educational or District
business purpose.

As-a condition of employment, each employee shall nofify his Supervisor of hisfher conviction under and
criminal drug statute for a violation occurring in the workplace as defined above, no later than five (5) days
afer stich conviction.

As a condition of employment, each employee shall abide by the terms of the District pblicy respeotihg adrug-
free workplace.

Any employee who violates this policy in any manner is subject to discipline, which MAY
INCLUDE, BUT IS NOT LIMITED TO, DISMISSAL--district policy (GBCB (2).)

Employee Drug Use — The non-medical possession or use or abuse of drugs and/or use-of alcohol is
forbidden on school property or at school-sponsored activities away from school property. Employees
determined to be in-possession of, using, or abusing drugs or using alcohol shall be reported immediately to
the Principal or other persen'in charge. The Chief Educational Officer shall be notified immediately.

It is the responsibility of each employee to keep emergency and residential mformat:on up-to-
date with Human Resources and the School Office.

E:ch employee is required fo inform Human Resources and the School Office of the name, telephone number
and address of the person fo be nofified in the event of an emergency.

An_y employee who will be absent from school/work must provide notice as soon as possible by

calling or using the interet. The District utilizes the AESOP absénce and sub calling system to track
employee attendance and for securing substitutes. You are required to stafe the reason for your
absence.




AESOP

Absence Line:
1-800-942-3767 or
www.aesoponline.com
(Please call prior to 6:00 a.m.)

Discrimination against any individual for reasons of race, color, religion, sex, age, national origin, and

handicap is prohibited. Efforts will be made in recruitment and employment to ensure equal opportunity in
employment for all qualified persons '

AII Support Staff shall be evaluated by the appropriate Supervisor or Administrator. A written evaluation of

effectiveness of each Support Staff member will be conducted at least once each year. The evaluation will be
used to increase job proficiency and for recommendation of continued employment. A copy of the Evaluation
Instrument may be obtained from Human Resources.

: S S T ]
District Authorized Travel: School employees who incur expenses in carrying out their authorized dufies may
be reimbursed by the District upon submission of support receipts (provided that prior authorization

has been granted by the Chief Educational Officer or the Chief Educational Officer’s
designee.)

Overnight Trips: Prior Board approval is required from the District for all overnight frips and all trips of more
than 100 miles one-way. If there is no cost involved, other than the use of District vehicle, the Chief
Educational Officer may approve such trips. In an emergency, the Chief Educational Officer may approve
these trips if it is determined that the trips are required for the efficient operation of the District.

District This authority is generally limited to travel by members of the Administrative Staif. Reimbursement
amounts shall not exceed the maximum accounts established pursuant to A.R.S. §38-624(c).

The District will provide group insurance coverage with a Major Medical insurance plan, dental plan, vision
plan, and a Life and Accidental Death and Dismemberment provision for each eligible employee. Premiums for
these benefits will be paid for by the District. Employees become eligible for this benefit on the first day of the
month following their hire date if all appropriate enrollment forms are submitted to the Office of Human
Resources otherwise, insurance may begin later. Short-term disability insurance participants’ becomes active

on the first day of the month following their hire date. Upon termination of employment, group insurance
coverage will cease at the end of the same month.




Employees who wish to have their spouse and/ or children covered by any of the above referenced insurance
plans (with the exception of short-term disability) may apply at the time of the employee's initial enrollment or at
the annual Open Enrollment period. The premium payment for insurance coverage for dependents will be
paid by the employee through payroll deductions. Dependents include the spouse and any unmairied
children up to age 19. Unmarried dependent children, who are full-time students in a college or university, and
taking a minimum of 12 credit hours, are considered eligible dependents up to age 23.

COBRA
Participating employees who take a Leave-of-Absence or termlnate employment may continue fo participate in

~ the district health care program for a period of 18 months through-COBRA. The employee must assume

personal responsibility for the payment of all premiums. Insurance shall remain in force during any period an

employee is taking accumulated su:k leave or utilizing donated sick leave days.

 Fulltime employees are entitled to payment for the designated number of holidays that dc':'cur durmg their

normal work year. If a heliday does not fall in the employee’s scheduled work year, the employee will not
receive holiday pay. Employees terminating employment the day before a holiday will not be paid for the
holiday. Employees who are on a Leave of Absence Without Pay will not receive payment for any holiday that
may occur during the absence. '

Slck Leave -- Sick L eave for classified personnel is a de3|gnated amount of compensated leave thatmay be
granted for sick leave purposes 1o a staff member who, through personal or family illness, injury, or quarantine,
is unable to periorm the duties of his/her position. Family, for purposes of sick leave, shall include:

Spouse Grandchildren
Children Parents of Spouse
Parents Brother/Sister of Spouse
Brother/Sister ~ Son/Daughter-in-Law

' : Grandparents

Exceptions to the above must have the Chief Education Officer’s approval. The Chief Education Ofﬂcer
may request a physmlan s verification regarding Family lliness Leave.

Sick leave is only for the purpose of recuperative activities, e.g., obtaining medical care or treatment, procuring

- medications or other prescribed materials, convalescing at home or at a medical facility, or other therapy or

activity prescribed by the employee's physician or health practitioner {with verification required if requested by
the Chief Educational Officer). The District may, at District expense, require the employee to submit o medicat
or psychiatric examination by a physician or psychiatrist selected by the District to determine (1) whether or not
the continued use of sick leave is appropriate or (2) whether refum fo duty is appropriate.

Sick leave may include other excused absences, such as medical, denta! or optlcal examination ortreatment
impossible fo schedule on non-duty days.



Each staff member shall be credited with a sick leave allowance at the rate of one (1) day per month up to ten
(10) or twelve (12) days, determined by the number of months employed. The unused portion of such
allowance shall accumulate to a maximum of one hundred (100) work days, at which time no more sick leave
can be accumutated. As accumulated sick leave days are used and drop below one hundred {100) work days,
an eligible employee may again accumulate sick leave up to the maximum limit.

When a classified employee exhausts alf days of accumulated sick leave, an unpaid leave of absence must be
requested, pursuant to District policy.

Sick leave of any classified employee who does not serve a ful school year shall be prorated based upon the
number of days worked in their contract. The salary of any classified employee terminating service prior to the
end of the school year shall be adjusted fo compensate for any sick leave days taken in excess of those days
earned.

Sick leave may be used for childbirth during the time the physician verifies that the employee is physically
unable to perform her normal duties. If the employee does not wish to return to her duties following childbirth,
an extended leave of absence must be requested, consistent with existing District policy.

At the time Sick Leave is requested for sick leave purposes, staff members shall inform the Chief Education
Officer of the following:

¢ Purpose for which leave is being taken
¢ Expected date of return from leave
L Where he/she may be contacted during the leave

Any employee who can be shown to have willfully violated or misused the District's sick leave policy or

misrepresented any statement or condition will be subject to discipline, which may include reprimand,
suspension, and/or dismissal.

Personal Leave A maximum of two (2) days of sick leave for the current schaol year may be taken as personal
leave days. Such days may be used for any personal reason. If an employee has used sick leave for sick-

leave purposes, the two (2) days allotted for personal leave shall be decreased on a day-per-day basis if used
for sick-leave purposes.

No more than ten percent (10%) of the staff or other groupings of employees may take personal leave at any
one time. Reguests for personal leave must be received at least four (4) working days prior to the first day of

leave, and must be approved by the principal. All personal leave requests must be in writing, except for
emergencies.

Regquests shali be acted upon in order of receipt, and
the availabifity of subsfitutes may limit the number of | The employee should provide the Supervisor
requests granted at any one time. Personal leave  |with at least a four (4) day notice.

generally will not be granted during the following

periods:

2> On the day immediately preceding or following a holiday or vacation
> During the first two (2) weeks of school or the last two (2) weeks of school

When requesting a Leave of Absence for any of the above reasons, the employee must complete a Leave
Request Form with all necessary information. On Personal Days and Vacation requests, a notice of at least
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four (4) days will be required so that arrangements 'may be made for a substitute, if one is needed.

The PAR must be submitted to the |mmed|ate Supervisor for approval. If for some reason the Supervusordoes
not approve the leave, the Supervisor will notlfy the employee regarding the decision.

If the request is approved, the Supervisor will forward the LRF to Human Resources for approval. After
receiving and approving the LRF, Human Resources will retumn a copy of the PAR to the employee. The
original copy of the LRF will be placed in the employee’s personnel file. If the employee has not received a
copy of the LRF at least one day prior to the requested leave day, the employee should contact the immediate
Supervisor fo verify if it has been approved and appropriate arrangements have been made for the employee's
absence.

Absent Without Leave -- An employee shall be deemed Absent Without Leave when absent from work

because of: :

N Areason that conformsto a pohcy currently in effect, but the maximum number of days prowded forin
that policy will be exceeded.

(2) A reason that does not conform to any policy currently in effect, or

(3) Failure to report to work without prior notification to the Chief Education Officer or designee.

In no case shall an employee be compensated for time lost due to beinq absent without leave.

An employee is subject to disciplinary action including dismissal, if: (1) he/she is-absent from work without
prior approval, or (2) prior approval was impossible due 10 the unusual circumstances and approval for the
employee's absence is denied upon his refurn.

Legal: Jury Duity, Military, or Other Political Subdivision Duty Leave — It is recognized by the Board that
no employee is exempt from Jury Duty and that leaves of absence for such duty must be granted. In special
cases, the Chief Educational Officer may write a letter to the Jury Commissioner of Maricopa County
requesting that the employee be excused from Jury Duty. |n addition, the Board recognizes the fact that its
employees have citizenship responsibilities and, in order to make it possible for said employees to carry out
their responsibilities to the city, county, state, or nation, the Board will grant leaves, in addition to Jury Duty, for
services in the State Legislature and when called to attend field training services for the Military Reserve or
Arizona National Guard. Such leave will not count as experience to advance on the Salary Schedule.

Persons volunteering for Military Service, except in time of declared war, will not be considered for long-term
Military Leave.

When an employee receives notice that requires leave as outlined above, it is the responsibility of the
employee to notify the Chief Educational Officer or Principal.

Salary payments for the various types of leaves are as noted below:

. An employee on Jury Duty may receive only his or her reqular salary.

J It is the responsibility of the employee to reimburse the School District for Jury Duty pay when such
payment is made directly to the employee. Exception: employee may keep payment for mileage.

» An employee excused for Jury Duty after being summoned shall report for duty at his assigned school

as soon as possible. Failure to report for duty will result in a deduction equal to that portion of a
contract day missed. (A.R.S. §21-236}.
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. An employee serving in the legislature shall be paid his regular salary less the salary paid by the state
for days the employees misses due to legislative duty A.G. Opinion 65-30-(c)

. An employee who is a member of the Military Reserve of National Guard shall be entitled to leave of
absence without loss of pay, time, or efficiency rating when engaged in field fraining (A.R.S. §26-
168(A) and §38-610}.

An employee may be granted leave, without loss of safary, if subpoenaed to participate in a court-required

legal responsibility. A copy of the subpoena must be presented to the Office of Human Resources prior to the
leave.

Leave of Absence Without Pay - The District recognizes that on occasion extenuating circumstances arise
that may necessitate absence from duty that is not covered by other specific leave provisions of the District.

To address such situations, a leave of absence, without pay, may be granted a member of the certificated staff
for no longer than one year.

A Leave of Absence may be requested for, but not limited to, the following purposes:

| Additional education that relates to the employee's primary assignment. A plan of contemplated
course work must be presented.
[ To provide for an unpaid leave in a situation where the employee wilt be absent from work because of

(1) a reason that conforms to a policy currently in effect, but the maximum number of days provided
for in the policy will be exceeded, or (2) A reason that does not conform to any policy currently in
- effect. _
| | For a Leave of Absence that benefits or is in the best interest of the District, as determined by the
Board upon review of the application.
[ | For leave under the Family and Medical Leave Act (FMLA).

A “Leave of Absence” requested pursuant to this policy will need to be approved by the Chief Educational
Officer, if the leave period does not exceed 12 weeks. If the leave period exceeds 12 weeks, it must be
recommended by the Chief Educational Officer and approved by the Governing Board.

A request for “‘Leave of Absence” shall not be denied by the District if the employee is entitied to the leave
under the Family and Medical Leave Act. All other applications for “Leave of Absence™ may be granted or
denied by the District at its sole discretion.

Each request for such a leave of absence shall be in a written application stating the purpose, starting date,
and durafion of the leave of absence, the reasons for its necessity or desirability, and any other information the
applicant deems relevant to the request. The “Leave of Absence” shall be only for the purpose and duration
approved and may not be extended without written approval by the District.

All rights of continuing status (certificated teachers only), retirement, salary increments, and other benefits shall
be restored at the level earned when the leave was granted. All accrued sick leave, personal days, and other

paid leave shall be applied to the leave period unless otherwise stipulated by the District or prohibited by the
Family and Medical Leave Act.

Family and Medical Leave Act -~ Any employee who has been employed by the District at least 12
months and who has completed at least 1,250 hours of service immediately prior to the time the leave
is to commence shall be eligible for FMLA leave. The District shall fully comply with the Family and Medical
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Leave Act and all interim and final regulations interpreting the FMLA issued by the U. S. Department of Labor.
Accordingly, all portions of this policy that pertain to the FMLA shall be interpreted in a manner consistent with
the FMLA and its regulations. Subject to the conditions set forth herein, any eligible employee of the District
may take up io 12 weeks of leave (FMLA leave) during any one fiscal year (July 1 to June 30), without pay, for
any one or more of the following reasons:

@ The birth and care of a newborn child

@ The placement of a child with the employee due to adoption or foster care

@ The care of a family member who has a setious health condition

@ The serious health condition of an employee which inhibits his/her ability to function and perform the
duties of their position.

Bereavement Leave -- An employee may be granted, upon request to the Chief Education Officer, up to five
(5) days of leave per year, with pay, to be used in the event of death in the employee’s immediate family. See
page 11 for definition of family.

Extensions of Bereavement Leave may be granted upon personal fequest, but all extensions shall be deducted
from the employee's Personal Leave.

Sabbatical Leave - A Sabbatical Leave of Absence may be granted to certified and administrative personnel
for a maximum of one year when conforming to Arizona Revised Statutes §15-510(D} (E).

Application for Sabbatical Leave must be received by January 31. 1t will be considered within the framework of
all applicable laws, on the basis of improvement of professional preparation and/or the educational program of
the district, current assignment of the individual, value of the leave to the District, and funds that are available.
An employee granted Sabbatical Leave will be governed by applicable Arizona Revised Statutes.

Lunch periods are a minimum of 30 minutes. Variations may be approved by the Supervisor. The Supervisor
will discuss the lunch schedule with the employee. _ ‘ _

Two fifteen (15) minute Rest periods or “Break Times" are considered to be part of the regular work day and
are granted on a daily “use or lose” fringe benefit only basis. The rest periods may not be accumulated beyond
one work day to be used for time off. Utilization of these rest periods shall be scheduled at the discretion of the

employee’s immediate Supervisor.
NO BREAKS IN SCHOOL OFFICES.

Overtime — Prior approval by the Chief Educational Officer and the Receiver is required for afl overtime.

Fiex Hours — Prior épprova[ by the immediate Supervisor is required to change the scheduled work day of
hourly employees. Flex Hours may be established for hours worked beyond the work day. The employee is to
take oif the same number of hours within the work week to maintain their normal number of hours worked per
week. :

If an employee takes a Personal Day, Sick Leave, or Vacation during the week, the hours the empioyee is out
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do not count as hours worked, though they are being paid. In turn, any hours worked beyond 40 hours during
such a week would be paid as “straight time."

If an employee is required to work on a day that is designated a paid holiday, the employee will be granted an
equivalent floating holiday to be taken on another date.

Personnet Action Requests (PAR's) forms are used for employment, promotion, reclassification,
extended absences or other changes of employee dufies.

Employees must complete a Leave Request Form (LRF) for all expected absences
from work, such as: Personal Day, Bereavement Leave, Workshop attendance, etc. The following

procedures should be followed when completing a Personnel Action Request (PAR} and a Leave
Request Form (LRF).

W Vacation, Bereavement, Professional, School Business Leaves

When requesting a Leave of Absence for any of the above reasons, the employee must complete a LRF form
with all the necessary information. A notice of at least five days will be required on Personal Days, and
Vacation requests so that arrangements may be made for a substitute, if one is needed. .

> The LRF must be submitted fo the immediate supervisor for approval. If for some reason the
Supervisor does not approve the leave, the Supervisor il notify the employee regarding the decision. -

> If the request is approved, the Supervisor will forward the L.RF to Human Resources for approval.
After receiving and approving the LRF, Human Resources will return a copy of the LRF to the
empioyes. The original copy of the LRF will be placed in the employee’s personnel file. If the
employee has not received a copy of the LRF by at least one day prior to the requested leave
day, the employee should contact the immediate supervisor to check if it has been approved
and appropriate arrangements have been made for the employee’s absence.

W Workshops and Conferences ‘
The employee must complete a LRF with all the necessary information regarding the workshopfconference.

If any cost is involved in attending the workshop or conference, the employee must complete a Purchase
Requisition Form and attach it to the LRF.

If a District vehicle is needed, the employee must also complete a “Vehicle Reqtjest Form” and submit it with
the LRF and Purchase Requisition.

A FLYER DESCRIBING THE
WORKSHOP/CONFERENCE OR AN
OUTLINE OF THE PROGRAM SHOULD
ALSO BE AT_'EACHED TO THE LRF.

All necessary forms must be submitted to the immediate supervisor for approval at least seven working days
prior to the date of the workshop/conference. Special Education and Special Areas Staff will also require
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approval from the Director of Special Education. If the request is not approved, the supervisor will notify the
employee of the decision.

If the request is approved by the supervisor, the LRF along with any other pertinent forms will be forwarded to
Human Resources. Human Resources, in turn, will give the Business Office the attached Purchase Requisition
form along with a copy of the LRF for processing. The employee’s copy of the LRF will be returned to the
employee

If a vehicle has been requested, Human Resources will forward the Vehicle Request Form to the Director of
Capital Operations. If a vehicle is available, the Director will approve the request and notify the employee. The
employee will be responsible for the pickup and return of the District vehicle. Times should be arranged with the
Director of Capital Operations.

The District will maintain a complete and current official personnel file for each District employee. Employees
will be advised of, and will be permitted to review and comment on, all information of a derogatory nature fo be
placed in their respective personnel files. The employee may prepare a written reply to such information and
such reply, if any, will be appended to the information in the file.

All documents within a personnel file are-confidential, and the District may create such sub-files within a
personnel file as are appropriate to insure confidentiality and efficient use of the file. Access to personnel files
will be limited to authorized District officials and employees. Individual Board members shall have access only
when specifically authorized by the Board, as evidenced by action of a quorum of the Board in a legal meeting
properly noticed. Employees may review their own files by making written requests to the Chief Educational
Officer. Confidential infermation obtained prior to an employee's empioyment, such as recommendations, will
not be available for review by the employee. Documents within a personne! file may be reviewed by the public
only to the extent that disclosure is compelled asa public record.

AII vacancies for Support Staff positions will be posted throughout the District for a minimum of three (3) days.

Vacancies may also be posted with other outside agencies. In case of an emergency, vacancies will be posted
for fewer days.

’t is prohibited personnel practice for any District employee, who has control over personnel éctions, to fake

reprisals against another employee for a disclosure of a matter of public concern, by that other employee to a
public body when the employee believes there has been:

* A violation of law.
* Mismanagement, a gross waste of monies, or an abuse of authority.

An employee, or former employee, who believes that a personnel action taken against him/her is the result of
his/her disclosure of information under A. R. S. § 38-532 shall make a complaint to the Board The Board shall
make a determination pursuant fo thé rules under A. R. S. § 41-785.
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Employees voluntarily terminating their service with the District are expected to give advance notice of not
less than two (2) weeks. This notice should be submitted to the Supervisor in writing and should specify

the last day of work and the reason for terminating. Authorized unused vacation credit will be paid to
employees with the last paycheck.

Initial Placement on Salary Schedule — The initial placement on the Salary Schedule for all new Support
Staff personnel and for all currently employed personnel selected for another position in the District will be
recommended by the Chief Educational Officer and approved by the Board. The Chief Educational Officer’s
recommendation will be based on consideration of the candidate’s qualifications, relevant job experience, and
years of District employment, if applicable. -

Salary Advancement — Salary advancements for regular twelve {12) month employees are granted only atthe

beginning of each fiscal year (July 15t). An employee must work one day more than one-half of the year to
receive a step advancement in salary.

Alindividuals associated with this District (including, but not necessarily fimited to, the Governing Board, the

Administration, the staff, and students) are expected to conduct themselves at all fimes so as to provide an
atmosphere free from sexual harassment. '

Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct of a sexual nature when made by a member of the School Staff fo a student or to another
staff member, or when made by a student to another student where:

» Submission to such conduct is either explicitly or implicitly made a term or condition of an individual's
employment or education; or

> Submission to or rejection of such conduct s used as a basis for empioyment or education decisions
affecting such individual; or

> Such conduct has the purpose or effect of substantially interfering with an individual's educational or

work performance, or creating an inimidating, hostile, or offensive employment or education
environment.

Sexual harassment may inciude, but is not limited to:

> Suggestive or obscene letters, notes, invitations, derogatory comments, slurs, jokes, epithets, assauft,

touching, impeding or blocking movement, leering, gestures, or display of sexually suggestive objects,
pictures, or cartoons.
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> Continuing to express sexual interest after being informed that the interest is unwelcome (reciprocal
attraction between peers is not considered sexual harassment.)

» implying or withholding support for an appointment, promotion, or change of assignment; suggesting
that a Poor Performance Report will be prepared; suggesting that probation will be failed; implying or
actually withholding grades earned or deserved; or suggesting that a scholarship recommendations or
college application will be denied. :

» Coercive sexual behavior used to control, influence, or affect the career, salary, and/or Work
environment of another employee; or engaging in coercive sexual behavior to control, influence, or
affect the educationat opportunities, grades, and/or [earmning environment of a student.

> Offering or granting favors or educational or employment benefits, such as grades or promotions,
favorable performance. evaluations, favorable assignments, favorable duties or shifts,
recommendations, reclassifications, etc., in exchange for sexual favors.

Anyone who is subject to sexual harassment, or who knows of the occurrence of such conduct, should inform
the Chief Educatlona[ Officer as provided in the Policy Handbook.

A substantiated charge against a staff member in the District shall subject such staff member to disciplinary
action which may include suspension or expulsion.

All matters involving sexual harassment complaints will remain confidential to the extent possible.

The possession or use of tobacco products is prohibited in the followmg locations:

School grounds.

School buildings.

School parking lots.

School playing fields.

School buses and other district vehicles.
Off-campus school-sponsored events.

Under the provisions of A.R.S. § 36-798.03, a person who viclates the prohlbltion is guilty of committing a petty
offense.

The prohibitions do not apply to an adult when possession or use of the fobacco products are for
demonstration purposes as a necessary instructional component of a tobacco prevention or cessation program
thatis:

[ | Approved by the school.
[ | Established in accord with Arizona
Revised Statute 15-712.
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Any employee or group of employees, desiring to address the Board on school-related matters shall direct

their communication to the Board in accordance with Policy. All such communication should be in writing, and
no anonymous correspondence will be considered by the Board.

Any employee, who wishes to address the Board in the employee’s capacity as a parent, District resident, or
individual, rather than as an employee, may do so by following the procedures in policy.

Official communications, policies, directives, board concerns, and Board action(s), as appropriate, will be
communicated to employees by the Chief Educational Officer.

All employees of the district are expected to conduct themselves in a manner consistent with effective and
orderly education and to protect students and district property. No employee shall, by action or inacfion,
interfere with or disrupt any district activity or encourage any such disruption. No employee, other than one
who has obtained authorization from the appropriate school administrator, shall carry or possess a weapon on
school grounds. All employees shall at all times attempt to maintain order, abide by the policies, rules, and
regulations of the district, and carry out all applicable orders issued by the district administrator. Potential
consequences to employees of the district who violate these rules may include, but are not limited to:

& Removal from school grounds.

& Both Civil and Criminal sanctions which may include, but are not limited to, criminal proceedings under
Title 13, Chapter 29, of the Arizona Revised Statutes.

& Warning.
& Reprimand.
@ Suspension.

& Dismissal.

& Havihg consideration given to any such violations in the determination of or establishment of any pay
or salary in later contracts or employment, if any.

Reporting Suspected Crimes or Incidents -

Staff members are to report any suspected crimes against persons or property and any incidents that could
potentially threaten the safety and security of pupils, teachers, or administrators to their immediate supervisors.
All such reports shall be communicated fo the Chief Educational Officer who shall be responsible for reporting
the suspected crimes or incidents to local law enforcement.

Use of Force by Supervisory Personnel — Any Administrator, Teacher, or other school employee entrusted
with the care and supervision of a minor may use reasonable and appropriate physical force upon the minor to
the extent reasonably necessary and appropriate to maintain order. Similar physical force will be appropriate in
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self-defense, in the defense of other students and school personnel, and to prevent or ferminaie the
commission of theft or criminal damage to the property of the District or the property of persons lawfully on the
premises of the District.

The threat or use of physical force is not justified as a response to verbal provocation alone, nor when the
degree of physical force used is disproportionate to the circumstances or exceeds that necessary to avoid
injury to oneself or fo others or to preserve property at risk.

The Educational Employee:

n Makes the well-being of students the fundamental value of all decision making and acti'ons.

x Maintains just and courteous communlcatrons and rela’uonshrps with puplls parents staff members
L Supervisors, and others ' :

- Strives for the maintenance of his efficiency and knowledge of developments ‘in hrs field of work. |

. Fulfills professional responsibilities with honesty and integri’ry.

u Does hot participate in the promotion of‘confli'ct or negative hearsay.

= Makes courteous, professional crltlcrsm and consfructive suggestions directly to School
Administration.

B Supports the principle of due process and protects the Civil and Human Rights of ‘all individuals.

. Obeys local, state, and national laws and does not knowingly join or support organizations that

advocate, directly or indirectly, the overthrow of the government.
n Implements the Governing Board's policies and administrative rules and regulations.

u Pursues appropriate measures fo correct any laws, policies, or regulations that are not consistent with
' sound educational goals.

o Accepts administrative direcfives.

. Avoids using position for personal gain through political, social, religious, economic, or other influence.
" Accepts academic degrees or professional certification only from duly accredited ,instituti'ons.

" Maintains the standards and seeks to improve the effectiveness of the profession through research

and continuing professional development.
] Stresses the proper use and protection of all school properties, equipment, and materials.

x Honors all contracts until fulfiliment or release.
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. Respects and follows line of authority.

In the performance of duties, employees shall keep in confidence such information as they may secure unless
disclosure serves District purposes or is required by law.

Gifts -- Pupils, parents, and other patrons of the District shall be discouraged from the routine presentation of
gifts to employees. This shall not be interpreted as intended to discourage acts of generosity in unusual
situations, and simple remembrances expressive of affection or gratitude shall not be regarded as violations of
this policy. Gifts to students by staff members shall be discouraged. Simple remembrances on certain
occasions to all students in a class or section shall not be regarded as a violation of this policy.

Solicitations — No school employee shall use his/her position in the District to influence parents or pupils to
purchase books or other merchandise, except for matetials approved by the Chief Educational Officer for use
in the classroom. Solicitation of employees and/or pupils by any profit, nonprofit, or charitable groups,
institutions, or organizations must have the approval of the Chief Educational Officer of Schools in advance. No
other solicitations shafl be made by or of employees during official duty time.

i

=

Eﬁective communication between District employees, the Administrative Staff, and the Board is essential for

an effective operation of the schools. The Governing Board, therefore, authorizes the Chief Educational Officer
fo establish a grievance procedure for employees as the prescribed means of resolving grievances, at the
earliest date and the lowest possible Administrative level.

Definition — A grievance is a complaint by a District employee alleging a violation or misinterpretation, as to
the employee, of any District policy or regulation that directly and specifically governs the employee’s terms
and conditions of employment. A grievant shall be any employee of the District filing a grievance.

Terms and condifions of employment mean the hours of employment, the compensation; therefore, including
fringe benefits, and the employers personnel policies directly affecting the employee. In the case of
professional employees, the term does not include educational policies of the School District. A day is any day
in which the schools of the District are operating. The immediate Supervisor is the lowest-level administrator
having fine supervisory authority over the grievant.

informal Level — Before filing a formal written grievance, the grievant must attempt to resolve it by one or
more informal conferences with the immediate Supervisor. The first of these informal conferences must be
conducted within ten (10) days after the employee knew, or should have known, of the act or omission giving
rise to the grievance. A second or any subsequent conference must occur within five (5) days after the initial
informal conference or any subsequent conference.

Formal Level -

Level I: Within five (5) days after the last informal conference, the grievant must present the grievance in
writing to the immediate Supervisor.
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The grievance shall be a clear, concise statement of the circumstances giving rise to the grievance, a citafion
of the specific article, section, and paragraph of the regulation that directly and spegifically governs the
employee’s terms and conditions of employment that are alleged to have been violated, the decision rendered
at the informal conference, and the specific remedy sought. The immediate Supervisor shall communicate a
decision to the employee in writing within five (5) days after receiving the grievance.

- Within the above time limits, either party may request a personal conference to attempt to resolve the matter.

Level II: In the event the grievant is not satisfied with the decision at Level |, the decision may be appealed fo
the Chief Educational Officer within five (5) days after receipt of the decision. The appeal shall include a copy
of the original grievance, the decision rendered, and a-clear, concise statement of the reasons for the appeal.
The Chief Educational Officer or the demgnee shall conduct an investigation of the grievance and shall
communicate a decision within five (5) days after receiving the appeal. Either the grievant or the Chief
Educational Officer may request a personal conference within the above time limits.

Level I If. the gnevant is not sat|sf|ed with the. dec:smn at Levei 1, the gnevant may, within.five (5) days,
submit.an appeal in writing to the President of the Governing Board. The Board will review the appeal and wil
issue a response within fifteen (15} days. The Board response constitutes the final decision.

General Provisions --

Section 1: Failure at any step of this procedure to appeal a grievance to the next step within the specified time
limits shall'be deemed an-acceptance of the decision rendered at that step, and there shall be no further right
of appeal. Failure to file a grievance within ten (10) days after the employee knows, or should have known, of
the circumstances upon which the grievance is based shall constitute a waiver of that grievance:

Section 2: The filing or pendency of any grievance under the proviéidnsl of this regulation shall in no way
operate to impede, delay, or interfere with the jurisdiction of the Goveming Board or the Chief Educatlonal
Officer,

Forms may be obtained from the School Office.

A employees shall be covered by Worker's Compensation [nsurance for any accident while on assignment,

including an accident on school property or while on official business off school property. An employee must
report any such accident to the Supervisor's Office immediately, since a report on the time of the accident,
persons involved, and-how it happened is required.

Any employee, who has an accident, no matter how slight, while on duty, shall notify his/her Supervisor
immediately. A Supervisor’s Report of Industrial Injury will be completed and signed by the supervisor, The
blue copy will go with the injured employee to the medical facility. (njured employees should go for reatment
to:

Concentra Medical Center

5340 W. Buckeye Rd. Ste 3

Phoenix, Arizona 85043
M-F 6 a.m.-10 p.m.
(602) 233-2117
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Employees should return to work with instructions from the Concentra doctor regarding fitness for duty
Failure to follow this procedure couid result in the loss of Worker's Compensation benefits.

Employees may be required by the Chief Educational Officer or designee, for purposes of employment or
retention, to submit to such tests or examinations as a licensed physician deems appropriate. When, in the
opinion of his/her immediate Supervisor and/or the Chief Educational Officer, the employee’s ability to fulfll
histher duties is jeopardized by his/her physical or emotional condition, the Goveming Board may require a

complete health examination by a fully licensed physician. The expense of such examination will be paid for by
the District.

Communicable Diseases — Any staff member with, or recovering from, a communicable disease will not be
permitted to work until the period of contagion is passed or until a doctor recommends a return, in accordance
with Arizona Law, appropriate regulations of the State Department of Health Services, and policies of the
County Health Department.

Workman’s Compensation -- All employees are covered by Industrial Injury Insurance. An employee of the
District, who suffers an accident while actively employed, is required to report the injury to the Supervisor within
twenty-four (24) hours after the injury occurs. Should there be circumstances under which the individual would
be unable to render such a report, it must be verified by medical authority. The District Office will then proceed
in accordance with paragraph four under the heading of “Staff Health and Safety.” The following will gover all
Industrial Commission claims:

u I the claim is approved, the doctor bill will be paid by the Workman's Compensation Insurance.

| If less than seven (7) days are lost because of injury, the employee wili be charged one day of Sick
Leave for each working day absent.

| If the employee should be absent more than seven (7) working days, he/she will receive Workman's

Compensation pay equal to approximately two-thirds of his/her monthly pay. The employee shall
receive compensation from the School District equal to the difference between compensation and
regular salary. During this time, the employee will be charged one-third day Sick Leave for each
working day absent.

| In no event will an injured employee recsive a combined salary from Workman’s Compensation and
District salary in excess of his/her regular salary.
[ ] When accumulated Sick Leave has been exhausted, the employee will be removed from Payroli and

will receive his/her industrial compensation.

(EMPLOYMENT STATUS)
All support staff personnel are either term employees or at-will employees of the District.

Definitions:
Term employee. A term employee is a support staff member who is employed by the District pursuantfo a

letter of agreement that specifies the duration of the employment, which shalf not exceed one year. Al support
staff members who are not term employees are at-will employees.

At-Will Employee. An at-will employee is a support staff member-who is employed by the District for no
specific term and who has no right of continued employment. The employment of an at-will employee may be
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terminated by action of the Goveming Board for any reason, with or without advance notice, as recommended
by the Chief Educational Officer. The at-will employee will have no rights indicated in any policy, regulatron or
District handbook.

Vacation and sick leave begin to accrue on the month following the date of hire. .
Eligible employees may immediately enrolt in the District's health care insurance program. Insurance becomes

active on the date of hire, if the appropriate enrollment forms are submitted to the Office of Human Resources
within one week of the date of hire.

Industrial insurance coverage begins with the initial date of employment. Arizona State Retirement System
deductions and contributions will begin at the time of initial employment.

AII employees should acquaint themselves with District personnel policies, terms of employment, general
disciplinary rules and procedures, employee activities and services, benefit plans, and self-improvement
opportunities.

Suppor’[ Staff positions are created only with the approval of the Board. It is the Board's intent to activate a
sufficient number of positions to accomplish the School District's goals and objectives.

Before any new position is estabiished, the Chief Educationat Officer will present for the Board's review, a Job
Description for the position that specifies the jobholder's qualifications and the job's performance
responsibifities.

Employment Categories
DEFINITIONS
Full-time

An employee who is employed to work every workday and works 6-8 hours per day

Part-time ‘
An employee who works every scheduled school working day and is employed to work less than 6 hours per
day

Temporary
An employee who is hired as an extra employes, temporary employee or a replacement for a position to assist
in an assignment -

Substitute
An employee who is hired to substitute in a specific job during the absence of an employee
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The number and type of Classified Staff positions required to implement the District's Educational Program wil

be determined annually by the Board after recommendation(s) from the Chief Educational Officer. In the event
the Board decides to release Classified Staff members, the following guidelines will be in effect:

O Normal attrition due to terminations will be relied upon as the first means of reducing the staff.

a If atfrition does not accomplish the required reduction in staff, the Chief Educational Officer shall
submit to the Board recommendations for the termination of specific staff members. The criteria used
in formulating these recommendations shall include, but shall not be limited to:

> Quatifications of staff members to accomplish the District's Program.
> Overall experience, training, and ability.

» Past contributions to the program of the District.

> All other factors being equal, length of service in the District.

Criteria for selection of staff members to be released will be applied separately to employees within specialty
categories. Personnel to be laid off for the ensuing school year shall be nofified of such layoff as soon as
practical. ‘

Regular twelve (12) month full-time classified employeeé will earn paid vacation time in accordance with the
following schedule:

1 inclusive 12 days | 1 day earned

1 or more 15days | 1-1/4 days earned

Annual vacation must be scheduled with primary consideration for the welfare of the students, other
employees, and the District. Vacations shail be taken as approved by the Chief Educational Officer.

AII classified employees must complete weekly time sheets. Employees are expected to sign in and out
(actual times) on a daily basis. This includes lunch periods. At the end of the work week, time sheets should be
turned in to the Supervisor for verification of hours worked. If time sheets are not turned in as indicated, the
employee may be left off the payroll.
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Volunteer services may be provided by all person(s} without any express or implied Compensation Agreement
might work for their own advantage on the premises of another. For example, parents may assist in a school
library, classroom or cafeteria as a public duty to maintain effective setvices for their children. Similarly,
individuals may volunteer to perform such tasks as working with handicapped children, soliciting contributions,
or participating in benefit programs.
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Attachment 22

Union Elementary School District 2007-2008 Adopted Certified Salary Schedule and
Support Staff Wage Schedule



Union Elementary School District #62

2007-2008 Adopted

Certified Salary Schedule
BA+45/] BA+60/ MA+60/]
BA+) BA+15 BA+30 MA| MA+15 MA-+30 MAHS PhD
1 32,500 33,550 34,650 35,800 37,000 38,250 39,550 40,900
2 33,025 34,100 35225 36,400 37,625 38,900 40,225 41,600
3 33,550 34,650 35,800 37,000 38,250 39,550 40,900 42,300
4 134,075 35,200 36,375 37,600 38,875 40,200 41,575 43,000
5 34,600 35750 36,950 38,200 39,500 40,850 42,250 43,700
6 35,125 36,300 37,525 38,300 40,125 41,500 42,925 44,400
7 35,650 36,850 38,100 35,400 40,750 42,150 43,600 45,100
8 36,175 37,400 38,675 40,000 41,375 42,800 44,275 45,800
9 37,950 39,250 40,600 42,000 43,450 44,950 46,500
10 38,500 39,825 41,200 42,625 44,100 45,625 47,200
11 39,050 40,400 41,800 43,250 44750 46,300 47,900
12 40,975 42,400 43,875 45,400 46,975 48,600
13 41,550 43,000 44,500 46,050 47,630 49,300
14 42,125 43,600 45,125 46,700 48,325 50,000
15 44,200 45,750 47,350 49,000 50,700
16 44,800 46,375 48,000 49,675 51,400
17 45,400 47,000 48,650 50,350 52,100
18 47,625 49,300 51,025 52,800
19 48,250 49,950 51,700 53,500
20 48,875 50,600 52,375 54,200
21 ' 51,250 53,050 54,900
22 51,960 53,725 55,600
23 52,550 54,400 56,300
24 35,075 57,000
25 55,750 57,700
26 56425 58,400
27 59,100
28 39,800
29 60,500
30 61,200

This salary schedule is set to be reviewed and adjusted as needed in Spring of 2008.

A certified teacher is defined as a person possessing and maintaining a valid Arizona
Department of Education teaching certificate and a valid Arizona Department of Public
Safety fingerprint clearance card.

Adopted February 16, 2006
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Staff members certified in special education may be offered up to ten (10) additional
contract days at their regular daily rate.

Staff members assigned as Mentor Teachers may be offered up to ten (10) additional
contact days at their regular daily rate.

Staff memBers assigned as Master Teachers may be offered up to twenty (20) additional
contract days at their regular daily rate.

Staff members assigned as Teachers on Assignment (TOA) may be offéred up to forty (40)
additional coniract days at their regular daily rate.

The Board shall require there to be a pro rata reduction of the total amount of
compensation due under this contract, should the Arizona Legislature not fund either fully
or partially, or otherwise limit, reduce, delay payment, or require repayment of amounts
appropriated for budget categories used for salaries.

Should there exist a discrepancy between the salary amount contained in this contract and

the District salary schedule, the compensation promded in the salary schedule shall
govern.

Should Teacher believe there is a mistake in Teacher’s Placement on the salary schedule,

Teacher shall have 15 working days to notify District of the mistake by written
correspondence. '

Horizontal placement will be guided by total number of credit hours (per transcripts) or
degrees earned (per diplomas) which are in educational courses specific to Teacher’s job
assignment and approved by the District. Transcripts need to be submitted by April 30™ for
mobility on the salary schedule, credits earned-after April 30th must be submitted by
August. 15"

Adopted February 16, 2006
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Union Elementary School District #62

Support Staff Wage Schedule
Adopted June 19, 2007

Cl] C2| C3. C4f C5

Cé

L1 | 8.00{10.00§12.00) 14.00{16.00
L2 | 8.15[10.20|12.2514.30[ 16,33
L3 | 8.30[10.40]12.50(14.60{ 16,70
L4 | 845[10.60|12.75]14.90] 17.05
L5 | 8.60]10.80|13.00[ 15.20] 17.40
L6 | 87511.00) 13.25{15.50) 17.75
L7 | 8.90[11.20]13.50| 15.80| 18.10
L8 | 9.05[11.40]13.75/16.10| 18.45
L9 [ 9.20[11.60] 14.00] 16.40] 18.80
110 | 9.35[11.80}14.25)16.70| 19.15
L11| 9.50]12.00| 14.50] 17.00{ 15.50
L12| 9.65]12.20]14.7517.30| 19.85
LI13| 5.80]12.40(15.00(17.60] 20.20
Li4| 9.95{12.60|15.25]17.50]20.55
L15|10.10] 12.80] 15.50{ 18.20| 20.90
116} 10.25{ 13.00) 15.75[ 18.50) 21.25
117 110.40] 13.20( 16.00{ 18.80} 21.60
L18 [ 10.55[13.40) 16.23[ 15.10] 21.95
L15 | 10.70] 13.60( 16.50{ 19.40{22.30
1.20 | 10.85) 13,804 16.75| 19.70| 22.65

Negotiated with appropriate agencies as needed

Employees are eligible for one level promotion
vpon renewal of the contract each year.

An employee wighing to advancs further shal]
engage in an improvement plen. If successful,
the employee will be eligible for two levels

at the fime of contract renewal for the next year,

Promotions that result in 2 class change will
receive 2 5% increase rounded to the nearest
level in the next cofumn, or placement on L1 of
that next column, whichever is greater.

At no time will a wage agreement be changed
without a change of position or addition of duties.

This schedule shall be reviewed each May.
Both prometion and contract renewal will be

based upon job performance/evaluation at the
recommendation of the employee's supervisor.

CLASS 1
Cafeteriz Worker
Crossing Guard

CLASS2
Cafeteria Caok
Ciassroom Aide
Receptionist
Groundskesper
Custedian

Day Perter
Distribution Center
Eunch Monitor

CLASS3

Attendance Clerk

Health Office Aide
Specialized Aide

Health Office (MA)

Sped Secretary

Operations Secretary

Bus Driver

Substituie Nurse

Sacial Welfare Coordinator

CLASS 4

Accounts Payable Clerk
Payroll Clerk

Office Manager
Mechanic

Grounds Supervisor
Health Office (LPN)
Custodial Superviser

Student Information Specialist

Cafeteria Managat
Facility Manaper

CLASS 5 (Typically FLSA Exempt)

Food Service Director
Health Cffice (RN}

Network Administrator/Seripter

Transpartation Director
Superintendent's Secretary

CLASS 6
School Resource Officer

Hearing Officer
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